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Job Descripion

Children Missing Educaion Coordinator

lob Details

Grade GR4 Mconsultzocn grade __.":'.,;T-il‘.'f-L'.f o I.l‘:?"""'ﬁ .
evalugion under ine ¥ ay c quity keview)

Job Number

Job Evaluaion Number

Number of Posts 2

Directorate Children and Families

Division Thriving Children and Families

Department Children Out of Sight & Children Missing Educati on

Service Area Children Out of Sight & Children Missing Educati on

Reporing to CME Team Manager

Job Owner Judith Deeks

Date Created 3 Apr 2024

Job Approver Gurjit Dhanjal

Date Approved 9 Jul 2024

1.0 Por-olic Responsibiliti es

Coordinati ng service acti vity to locate (identi fy) all statutory school-aged children. To contribute towards
systermn planning and review for current CME policy and procedures. To support with quality assurance and
compliance with city council safeguarding policies and existi ng corporate procedures.

2.0 Key Responsibiliti es (WHAT DO WE EXPECT THIS ROLE TO ACHIEVE)

Contributi ng towards the monitoring and review of the CME profi le ensuring referral pathways are
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appropriate and fi t for purpose.

Supervising CME officers ensuring tracking of children missing from educati on.

Supporti ng and assisti ng the CME team manager with the development of strategic informati on sharing
agreements with key CME stakeholder agencies.

Supervising acti viti es on the school to school (525 - Lost Pupil) nati onal database ensuring prompt
response and compliance .

Maonitering and analysing CME case data and reporti ng to the CME team manager on case numbers,
outcomes, trends and emerging issues.

Allocati ng and supervising CME casework to re?ect a systemati ¢ approach to locati ng vulnerable children
and young people.

Supervising complex cases where there are cross cutting issues which require a joint approach to
identi fying soluti ons.

Providing accurate and helpful advice to CME Officers in cases of complex needs, escalati on, and
safeguarding mahers.

Providing targeted advice and guidance to schools and external agencies on processes and procedures to
follow when reporti ng a pupil 'missing educati on'.

Co-ordinati ng and conducti ng home visits when necessary, in order to locate vulnerable pupils not
registered at school.

Receiving escalati on cases for discussion with managers to ensure prompt and considerate acti on with
maders of safeguarding.

Parti cipati ng in regional acti viti es pertaining to out of sight vulnerable children.

Being proacti ve in supporti ng working partnerships across out of sight related services, internal council
directorates, and external agencies.

Parti cipati ng in wider Internal out of sight service meeti ngs and contribute towards developing a collecti v
corporate vision.

[ 4E]

Raising awareness of CME by disseminati ng and delivering CME service training to all partners,
stakeholders and agencies with the CME team manager.

Encouraging equality of opportunity, diversity and inclusion in service delivery.

Demonstrati ng a willingness to undertake professional development within the scope of the post and the
directorate.
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Undertaking any other duti es that may be necessary to fulfi | the role and are commensurate with the
grade.

3.0 Management Responsibiliti es (excludes those who are INDIRECTLY supervised i.e., through others)

Post Title Grade Mumber of Posts
Children Missing Educati on 3 &
Officer

Special Conditi ons

Is Safeguarding Check needed? DBS Enhanced Children

Person Specificaion

Essenti al Criteria

Method of Assessment (M.OA): Applicati on Form; Work Based Exercise; Interview; Qualifi cati ons;
Presentati on

Qualifi cati ons AF/Q Possess a good standard of
educati on- GCSE 9 -4 grade in
mathemati cs and English
language (or equivalent)

Knowledge Have an understanding of
Secti on 436A of the Educati on
Act 1996

Experience AF/ Demonstrate signifi cant

experience of providing
informati on, advice or guidance
in a call centre or similar
environment

Experience AF/ Demonstrate supervisory
experience in a public service
setting

Skills AFS Recognise customers' needs and

identi fy ways to improve
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services to meet these
requirements through a
collaborati ve approach.

skills

Possess sound personal
organisati onal skills, must
include good ti mekeeping,

parti cular adenti on to detail and
a methodical approach

skills

AF/

Able to work in a pressurised
environment, demonstrati ng
resilience and using own

initi ati ve within a changing

organisati on.

skills

Able to speak English at the level
covered by Part 7 of the
Immigrati on Act 2016

Skills

WEE

Possess eQecti ve communicati on
and interpersonal skills,

including the ability to
communicate to a wide range of
audiences.

skills

AF/

Possess wrifen communicati on
skills to draP briefi ng notes and
detailed reports

Skills

AF/

Demonstrate acti ve listening,
comprehension, and analyti cal
skills to assist in identi fying and
advising on educati onal mafers

skills

AF/WEBE

Demonstrate skills in analysing,
presenti ng, manipulati ng, and
collati ng relevant informati on .

skills

AF/

Possess profi cient IT skills using
MicrosoP office standard
packages.

Skills

I/P

Able to understand working
knowledge of relevant policies
and procedures in safeguarding
children in an educati onal
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setting.

Skills I/P Possess an acti ve professional
curiosity.

Training Have a willingness to undergo

training/ development to carry
out duti es to the beAerment of

the organisati on

Other AF/P Show an understanding of
safeguarding principles and
practi ces to support the local
authority in safeguarding.

Other Able to maintain strict security
and confi denti ality of client
informati on.

Other Possess a working knowledge of

relevant City Council policies and
government legislati on

All sta0 at BCC understand and are commifed to Equal Opportuniti es employment and service delivery.

As a Disability Confi dent Commifed Employer, we take positi ve acti on to ensure people living with a
disability or a long-term health conditi on feel supported, engaged, and able to fulfi | their potenti al in the
workplace. People with a disability telling us on their applicati on form they wish to parti cipate in the
scheme and who can then demonstrate in their applicati on that they meet the essenti al criteria for the
role will be shortlisted and oOered an interview.

Safeguarding

Everyone has a responsibility to safeguard the welfare of children, voung people, and adults at risk,
whatever the role of the individual, or Birmingham City Council service or Directorates they work in.
Birmingham City Council will work with the appropriate statutory bodies when an investi gati on into child
abuse or a safeguarding adult's investi gati on is necessary.

The Council is commifed to safe recruitment practi ces and recognises that this fi ts into an overall
corporate approach to safeguarding across a range of functi ons that need to operate together in order to
be eQecti ve. This applies to employees, volunteers, work placements, elected members, licencing, school
transport arrangements and any other regulated positi ons.

The Council's safe recruitment process includes pre-employment vetting which involves establishing full
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employment histories; proof of identi ty; sati sfactory references; health assessment; checks of

qualifi cati ons; asylum and immigrati on checks; and criminal record checks with the Disclosure and Barring
Service.

The Council's website will contain links to the current versions of safer recruitment policies that are in
force.

In line with the has an overarching responsibility for safeguarding and promoti ng the welfare of all
children/young people and adults in its area. All BCC employees are expected to:

-Waork in a way that prevents and protects service users from abuse;
-To be aware of the signs of abuse or neglect;

-Recognise the signs of abuse and neglect; and

-Record and report any concerns or incidents.

Record and report any concerns or incidents.

At Birmingham City Council (BCC), we are committed to creaing an environment and culture that promotes
equality, diversity, and inclusion; making sure BCC is a place for people to be their best, authenic selves.
We welcome applicaons from people of all backgrounds, including those with caring responsibiliies and
flexible working opions will be considered. We are building up our vibrant staff networks for peer-led
support, with safe spaces for those who need it and offer access to our talent programmes to support
everyone in reaching their aspiraons and fulfilling their potemal.



