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Job Description and Person Specification

Early Help Coordinator

	Department
	Children’s Services

	Section/Service
	Community & Partnerships 

	Location
	Countywide

	Grade
	I

	Responsible to
	Team Manager (Community & Partnerships)



	Job Purpose 

	
To work alongside Managers/Team Leaders to support the decision making regarding the threshold of cases and exploring where Social Care or Universal Services can play a role in supporting a family or team around that family through an Early Help Assessment and Plan (EHAP) and Family Networking Approach.

To work in collaboration with partners to provide support, advice and guidance for children and their families where there are no safeguarding concerns.  A key role will be challenging colleagues and partners, making sure that they are aware of their responsibilities and accountabilities to ensure early intervention and preventative services are provided which promote inclusion in the community. 

To work in partnership with a range of organisations across Family Hubs, from education and health providers, to district councils and voluntary sector groups to coordinate seamless support pathways for children, young people and families. 

To coordinate and oversee alongside the team manager the operational delivery of pathway advisors. Providing quality assurance, advice, practice guidance, co-working, mentoring, and modelling of best practice to team members and colleagues both internal staff and external partners to ensure best practice and standards are met.

The service will be provided in accordance with legislation, national guidance, LSCG procedures and protocols, departmental quality assurance targets and timescales, and local partnership agreements.




	Overview/Context

	
Norfolk has a shared ambition for every child and young person to flourish. We want them to live with resourceful and resilient families in inclusive and supportive communities, to have access to high quality education and training, and the opportunities they need to thrive in adulthood. 

We are excited by the opportunity to implement the Start for Life and Family Hubs Model in Norfolk providing support to families with children 0-19 (25 with SEND) years of age.  The post will operate within Norfolk’s Family Hub network.  

We will:

· Ensure clear communications are in place so that children and families understand what services are available to them and how they access them, but also reach out to families that would benefit from support but might never proactively come to us themselves.  

· Ensure connection between services in ways that make sense for children and families, joining up pathways so that they only have to tell their story once and their service experience is smoother and more aligned.        
                              ·
· Build on our strong existing work around relationships and relational practice, extending the reach of our whole family practice across the whole range of services that are part of Family Hubs.                                  


	Other Job Information 

	
The service is designed and managed within a locality structure and location, but from time-to-time postholders may be required to assist teams across geographical boundaries.  You are required to travel as part of your duties, the majority of which will involve visits to families homes and education settings.   

The service is required to be flexible and responsive to the needs of children and their families. As a result, staff may be required to work flexibly outside of usual business hours.

The impact of complex and emotionally difficult conversations with partners and families.

You will be required to be flexible to meet the challenging and demanding needs of the service and therefore there may be some working ‘unsocial’ hours. 

You may occasionally be required to travel as part of your role. You will be responsible for your own travel arrangements, and these must be carried out in the most effective and efficient way to perform your job.




	Principal Accountabilities 

	Provide advice and guidance and challenge where relevant partner organisations and Childrens Services colleagues, on appropriate strategies and signposting to support children and their families, thereby ensuring that all possible options are explored before identifying that the correct pathway is Children’s Services.


	Liaise closely with MASH, Family Hubs and other stakeholders to ensure partnerships work effectively to deliver agreed process and procedures ensuring there is no drift and delay in helping children and families.


	Alongside and with direction of the Team Manager administer the delivery of local day-to-day arrangements that support coordination and collaboration with other family hub partners.


	Ensure all requests for support and uploads are managed and processed within the set timescales.
 

	Triage all information, analyse and risk assess to ensure that all contacts and consultation are swiftly and accurately processed for authorisation within the set timescales.


	Minimise inappropriate contacts by challenging colleagues and partners to ensure that all necessary steps have been explored before the identified pathway is Children’s Services.


	Ensure that all contacts and consultations are swiftly and accurately authorised in accordance with delegated responsibility arrangements, within set timescales and escalation made to the managers when appropriate.


	Utilise knowledge, skills and initiative to analyse the information gathered by Pathway Advisors to inform the decision for the most appropriate support service and direct accordingly.


	Provide advice and guidance on support services available in Norfolk for children and their families and explain the roles of other professionals or other agencies where needed.


	Engage and ensure service signposting is geared to meet the family’s ethnic, religious, cultural and linguistic backgrounds.


	Using relevant data gather information from children and their families and partner organisations (such as schools) to cross reference against the Supporting Families criteria.


	Ensure that comprehensive and accurate case notes and records are maintained using the appropriate systems and processes.


	Ensure excellent safeguarding practice is observed in line with departmental guidance and procedures.


	Provide feedback on progress and outcomes to families and partner organisations both verbally and in writing.


	Represent the service appropriately at agreed meetings and forums, such as, Collaboration, MARAC, Strategy Discussions, CSE, Missing etc.


	Have oversight of information sharing within Data Sharing Protocols, with appropriate agencies in order to address issues identified at the point of referral. This may also mean sharing information under relevant legislation, where safeguarding issues or criminal activity is suspected.


	Use professional knowledge, skills and initiative to contribute to the development of the team, providing practice guidance, contributing to personal development frameworks, identifying training needs, delivering training allocation, and assisting in the allocation of work as required.


	Carry out quality assurance work, by conducting file audits, structured casework studies to review outcomes, and collecting and reporting the views of children, parents, team members and multi-agency partners, to contribute to improving practice and procedure.


	Understand and lead practitioners in involving and placing children/young people at the centre of case practice.


	To undertake any other appropriate additional duties as required by the Director or Head of Service


	Appointment will be subject to a satisfactory enhanced disclosure and barring service check to assess the suitability of candidates to work with children or other vulnerable groups.

Appointment will be subject to Police Vetting (MASH based position only).
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	Qualifications

	Essential
	Desirable

	Educated to Degree Level or NVQ Level 4. 

Experience of working with children, young people and families with complex needs that impact on their ability to thrive in adulthood.

Experience of effective Multi-Agency working.

Relevant Safeguarding Qualification or willingness to undertake this training within the first three months.

Early Help Assessment and Plan (EHAP) training or willingness to undertake this training within the first three months.

Signs of Safety Training or willingness to undertake this training within the first three months.

Trained in the Family Networking Approach or willingness to undertake this training within the first three months.

	Qualification in coaching and mentoring.

Qualification in adult learning.

Qualification in group work

Practice Lead for Signs of Safety.

	Knowledge/Experience

	Essential
	Desirable

	Experience of case mapping within Social Care and/or early help settings.

Evidence professional curiosity and challenge.

Experience of working in an organisation delivering services to children and families.

Experience of working in a large organisation to effect change. 

Demonstrate success in improving the capacity of individuals and organisations to assess and meet the needs of children, young people and families for early help.

Experience of working with children, young people and families on a one-to-one basis or through group work.

Experience of implementing service development and change, including delivering stakeholder events and information sharing sessions.


	Have relevant experience of managing and being responsible for a telephone support service and/or experience of working with a team who deliver mobile support and advice to families 

Experience of working in multi-agency environments and leading meetings.

Knowledge and experience of trauma informed practice. 

Understanding of safeguarding protocols for unaccompanied children.

Experience of advocacy where children and their families are vulnerable to exploitation. 

Experience of determining level of need and if a child is at risk of becoming Children In Need under Section 17 of the Children Act 1989. 

Experience of driving an agenda through with partners with potentially different priorities.


	Aptitudes/Behaviours - all essential


	Demonstrate success in improving the capacity of individuals and organisations to assess and meet the needs of children, young people and families for early help.

Strong commitment to equality and diversity in the operation and delivery of public services.

Work collaboratively with colleagues and professionals in other agencies.

Ability to make sound judgements under pressure and remain calm in difficult situations, applying departmental policy and procedure. 

Able to work on own initiative.

Good communication skills, communicating facts, assessments, ideas and proposals to others in an effective and persuasive manner.

Ability to offer flexible and pragmatic approaches to problem solving.

Ability to work autonomously and as part of a wider group within the service area and prioritise work effectively and efficiently to meet required deadlines.

Ability to write accurately and concisely with a high level of attention to detail, producing articulate analytical reports for various audiences.

Ability to co-ordinate, lead and chair multi-agency meetings which require tact, persuasion and sensitivity.




The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.

General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.

Rewards and Benefits at Norfolk County Council
We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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