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Job description

Education, Training & Employment (ETE) Coordinator


	Department 
	Children's Services

	Service 
	Youth Offending Team

	Grade
	Scale J

	Reports to
	Operations Manager

	Responsible for 
	N/A

	Job reference
	MJ2544 / GR5511



	Job Purpose

	Education, Training & Employment (ETE) Coordinators work as a member of the Norfolk Youth Justice Service to engage and enable children in youth justice to reach their full potential with education, training and employment (ETE) opportunities.  Programmes of interventions will be set within relevant criminal legislation, National Standards and Effective Practice Guidance.

[bookmark: _Int_FzCHLor1]The role takes the lead role across the service for ETE matters assessing children’s skill set, and ensuring they are referred to and offered relevant ETE provision linking with a variety of education providers, pre and post-16 and the secure estate.  

The role will monitor and review provision to ensure that children receive a high quality, efficient and effective service.


	Context 

	The purpose of Norfolk Youth Justice Service (NYJS) is to prevent children from offending whilst safeguarding their welfare, protecting the public and helping restore the damage caused to the victims of their crimes.

There is clear evidence that children who are disengaged from learning or cannot gain employment are more vulnerable to becoming involved in criminal justice system and the risks that it brings. This post is critical to ensure children reach their full potential in life and desist from offending. 

[bookmark: _Int_4bGrjJzv]The postholder will be expected to work flexibly, with a clear expectation of evening, weekend and bank holiday working.  This includes work on a rota basis to cover weekend and bank holiday statutory contacts cover.

The postholder will be required to travel to other work locations in and out of the county, which are not always on public transport routes, including home visits and visits to secure establishments.

The postholder will be required to work with children who have demonstrated violent or sexually harmful behaviours towards other children and/or adults, and who present a high risk of harm to others.





	Accountabilities 

	Hold responsibility for all elements of the ETE provision for specific cases in order to promote educational engagement. This will involve children across a range of statutory orders and other YJS interventions including diversion. 


	Advocate for the child directly and indirectly by liaison and challenge to ensure children receive their entitlement to education. This will include influencing, negotiating and challenging Headteachers, CEOs and Heads of SEND. 


	Challenge permanent exclusions particularly where specific elements of the EHCP is not being applied and provide evidence of successful outcomes to the YJS Management Board as required. 


	Ensure the Children and young people with special educational needs and disabilities (SEND) in youth custody guidance is complied with.  


	Support parents to advocate for their child’s education and broker relationships between parents and schools. 


	Maintain a working knowledge of education, childcare, youth justice legislation and effective practice developments.


	Maintain an up to date working knowledge of ETE providers locally and ensure that children are referred on to appropriate ETE provision.


	Work closely with schools, education providers, and colleagues in Children’s Services to review and monitor ETE provision for individual children to ensure high standards of service delivery.


	Offer education providers consultation, support and advice with regards to individual children in youth justice to support inclusion.


	Provide specialist technical knowledge support to case managers. 

	Attend relevant educational meetings for individual children or as a representative of Norfolk Youth Justice Service.  


	Promote the welfare needs of children and take appropriate action to safeguard them, in line with local and national guidance.


	Work 1:1 with children in a range of settings to provide life skills and preparing for adulthood, support with any academic applications and assist with employment opportunities. 


	Provide group work activities focused on education, training or employment. 


	Maintain full and accurate case records within appropriate timescales using the YJS electronic case management systems. To maintain computerised records to a high standard and in line with the GDPR legislation. Utilise other appropriate electronic systems such as Synergy to provide cohesive information sharing between professionals. 


	Contribute to formal written reports for court and Referral Oder Panels. 


	[bookmark: _Int_5nM22Lbe]Attend training events, supervision meetings and other team, formal and informal meetings as required in order to contribute to professional, service and self-development.


	Assist in the planning and delivery of training events to ensure a practice perspective informs all our learning and development activities.




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	[bookmark: OLE_LINK1]Effective and creative engagement skills with children, children and parents.

Ability to negotiate across organisational boundaries.

A high level of organisational skills with the ability to schedule and review work effectively and balance conflicting demands.

Ability to travel to other work locations in and out of county which are not always on public transport routes.

Ability to be flexible in the hours of work, including evenings and weekends.

Ability to communicate effectively with a wide range of service users, colleagues and other professionals.

	ü


ü

ü



ü



ü


ü

	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Experience of working with vulnerable children in both one to one and group settings.

Experience of delivering interventions to improve literacy and numeracy levels in children.

Understanding of child and adolescent development, and the impact of transitions on children.

Understanding of professional responsibilities in respect of safeguarding children.

Knowledge and understanding of why children offend.
 
Experience of multi-agency working practises.

Knowledge and understanding of and commitment to anti-discriminatory practice.

Knowledge and understanding of relevant criminal justice, education and childcare legislation and theories, including effective practice and restorative justice principles.

Knowledge and experience of using standard IT packages, including Microsoft Office.

	ü


ü


ü


ü


ü

ü


ü



ü


ü
 

	

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	Level 3/4 professional qualification in education or proven equivalent experience of working within the education sector.

	ü



	



This role involves undertaking regulated activity with respect to children or vulnerable adults and suitability to work with these groups is essential.  An Enhanced DBS Check with Barred List Check(s) will be required for this post.

	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.




	Other Job Information 

	This is a County wide post and will require travel. 

You are responsible for your own travel arrangements. Any mileage undertaken on behalf of NCC will be paid at the appropriate rate and will be paid within Her Majesty’s Revenue and Customs guidelines. If you use your own vehicle for the purposes of work you must ensure that your insurance policy covers you for this purpose (and carrying passengers, if applicable).




	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 regards 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.
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