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Job Description
	Job Title:  Children Missing Education (CME) Officer

	POSCODE: Ely 

	Grade:   SO2


Overall purpose of the job
[bookmark: _Hlk77246441]Children Missing Education Officers act to fulfil the Local Authority’s statutory duties under 436A of the Education Act 1996 to make arrangements to identify and locate Children Missing Education (CME):

· To contribute to the Local Authorities statutory duties in relation to Children Missing Education (CME), working closely with professionals across Children’s services.
· To lead the CME investigations and to locate children believed to be missing education.
· To be the key contact for schools and children’s services on matters related to children missing education. Effective information sharing is critical for the role to ensure resources are used effectively to support the early lives of young children to help prevent poor outcomes. 
· Prompt action and early intervention is crucial to discharging this duty effectively in ensuring that children are safe and receiving suitable education. 


Main accountabilities
Please list the accountabilities in descending order of priority.  Please include 6-9 accountabilities.  
	
	Main accountabilities

	1. 
	To act as a key contact for schools, parents and other local stakeholders and provide general advice regarding all issues around deleting pupils from the school admission register and children missing from education. Where necessary, to challenge schools to initiate best practice concerning a child who is at risk of missing education or is already missing from education.


	2. 
	To take responsibility for ensuring Local Authority complies with all statutory responsibilities in relation to CME; 
To ensure robust and timely investigations are carried out by liaising with officers in other Local Authorities, services and departments such as Housing, Early Help and Social Services, 

To determine the whereabouts of children until they are placed onto a school roll or are in receipt of education otherwise

 To ensure safeguarding duties are fulfilled


	3. 
	To undertake home visits to verify the whereabouts of pupils missing education, to assess the family circumstances and broker support where appropriate from other agencies. This will include the completion of Early Help and Social Care referrals, with the aim of assisting families in accessing education and aiding positive choices.


	4. 
	Liaise with school admissions team to facilitate suitable school places which may involve verifying information to assist admissions with the application process for the Fair Access Panel.


	5. 
	To attend the Fair Access Panel to dicuss open CME cases and provide up to date case information to support discussions and decision-making activities.


	6. 
	To liaise with counterparts in other LAs and relevant external government agencies to secure sensitive information relating to CME investigations.

	7. 
	To attend and contribute  to school cluster meetings to assist sharing of CME process and  good practice.


	8. 
	To support the Gypsy Roma Traveller community by regularly attending the Community Hubs to impart information and advice to attendees on best strategies for ensuring minimum disruption to GRT pupils’ education and  how to access other educational provisions where these are available. 


	9. 
	To assess suitability of a case to progress to consideration of legal toolkits, referring cases to Attendance Legal Panel with recommendation for a School Attendance Order (SAO) where a parent fails to enrol a child missing from education on to a school roll or educated otherwise.

	10. 
	To prepare a Section 9 statement for the Magistrates’ Court in relation to proceedings under section 443 of the Education Act 1996 for failure to comply with a SAO.  
When necessary to appear as a witness in the Magistrates’ Court in respect of proceedings initiated under section 443 Education Act 1996.


	11. 
	To take responsibility for the recording of all interventions and communications exchanged between parent / guardians, colleagues and external agencies on ONE recording system. Ensuring all outcomes are accurately recorded in a timely manner to reflect actions taken.

	12. 
	To operate within strict confidentiality guidelines, internally and externally, at all times, keeping in mind Data Protection Act.

	13.

	Demonstrate an awareness and understanding of equality, diversity and inclusion.  



The duties and responsibilities outlined in this job description are indicative of the role; however, they are not exhaustive and may be subject to change. In addition, you will be required to undertake other reasonable duties as directed by your manager and as required within the Attendance Team.

Safeguarding commitment (Include for roles involving work with children/vulnerable adults)
We are committed to safeguarding and promoting the welfare of children and young people/vulnerable adults.  We require you to understand and demonstrate this commitment.

Person Specification
Qualifications, knowledge, skills and experience
Minimum level of qualifications required for this job
	Qualifications Required
	Subject
	Essential/
Desirable

	Educated to Key Skill Level 4: Bachelor’s degree; HNC; HND NVQ level 4 or equivalent 
	In education, law, Social Care, health, child development, child protection or relevant area
	Desirable

	A Levels/Level 3 or equivalent 
	
	Essential


Minimum levels of knowledge, skills and experience required for this job
	Identify 
	Describe
	Essential/
Desirable

	Knowledge
	
	

	
Up to date knowledge of the Edcation Sector
	Demonstrable understanding of the educational landscape  with the ability to communicate knowledge clearly and effectively with colleagues and external partners 
	Desirable

	Safeguarding procedures
	In depth understanding of the Local Authority’s safeguarding duties and responsibilities,  the ability to apply them within the remit of the role 
	Essential

	Legal framework related to children missing from education
	Good working knowledge of Local Authority’s statutory responsibility 
	Desirable

	Working with external stakeholders and service users 

	Understanding the needs of children, parents and schools. Working with them to ensure that children are safe and receiving suitable education
	Essential

	Commitment to the Local Authority’s equal opportunities policy
	
	Essential

	Skills
	
	

	IT skills 
	Good working knowledge and ability to use all IT applications like word, excel, power point and outlook 
	Desirable

	Interpersonal skills 
	Able to engage and work closely with colleagues, parents, and professionals from external organisations
	Essential 

	Resilience 
	Strong resilience working with conflicting priorities in a challenging and fast pace environment with tight deadlines and the ability to manage relationships with external stakeholders and internal services 
	Essential 

	Presentation skills
	The ability to effectively communicate to different stakeholder groups
	Desirable

	Experience
	
	

	
Legislation and guidance 
	Ability to understand relevant legislation and guidance and apply it appropriately to the duties of the post

	Essential

	Working within the education sector  or within a Multidisciplinary team
	Ideally experience working as a  Education Welfare Officer / Attendance Officer /CME Officer or any role involving engaging with children and families.
	Desirable

	Flexibility 
	Experience of being able to work flexibly in a fast pace and pressured environment, changing approach and style as and when required to meet the needs of the role 
	Essential 

	Equality, Diversity and Inclusion (applies to all roles.
	Ability to demonstrate awareness and understanding of equality, diversity and inclusion and how this applies to this role.  

	Safeguarding (include for roles working with children/vulnerable adults)
	Demonstrate an understanding of the safe working practices that apply to this role.  Ability to work in a way that promotes the safety and well-being of children and young people/vulnerable adults.  


Disclosure level
	What disclosure level is required for this post?
	None
	Standard

	
	Enhanced
	Enhanced with barred list checks


Work type
	What work type does this role fit into? (tick one box that reflects the main work type, the default work type is hybrid)
	Fixed	
	Hybrid	
	Field
	Remote
	Mobile
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