ROLE PROFILE	
							
Role Title: Family centre head

Service Group: 

Accountable to: Children’s centres co-ordinator

Hours of Work: 

Grade: G

Date: January 2016

JE code: JE1342

Purpose of job   

· Ensure the family centre provides a range of high quality integrated services that improve outcomes for children and families and, in particular, reduce inequalities for those in greatest need of support

Key Objectives
	1
	Be responsible for the overall management and smooth running of the family centre – planning and co-ordinating integrated service delivery and ensuring that assessed needs are met within the resources available.

	2
	Working pro-actively with key stakeholders and other agencies, ensure that the family centre provides an integrated children’s centre offer of care, education, health and employment advice as well as developing the centre for wider family activities and support.

	3
	Lead and motivate the family centre team ensuring that systems and processes are in place to enable the delivery of high quality practice.

	4
	Oversee the development of outreach provision ensuring that targeted hard to reach groups within the community are able to access appropriate children’s centre support services

	5
	Be the registered manager and provide support to the relevant day nursery.

	6
	Identify, co-ordinate and promote opportunities for volunteering with the family centre in line with the volunteering strategy.

	7
	Ensure that child and parental engagement is fully developed in all centres so that their views can shape the development of future activity, particularly ensuring that families  from hard to reach groups are contributing to the design, delivery and evaluation of services.

	8
	Seek out potential external funding opportunities and, working with relevant partners, prepare and submit applications to enhance and augment family centre services

	9
	Monitor the budget and report regularly to the Children’s centres co-ordinator 

	10
	In line with the other family centres, ensure that there is a clear and consistent approach to the monitoring and evaluation of the work with children and families so that the impact can be assessed and that the practice can be systematically reviewed and improved.

	11
	For the children’s centre component of the family centre, ensure that the regulatory requirements set out by OfSTED for children’s centres are met with the aim of achieving at least a good grade

	12
	Ensure that the safeguarding and health and safety requirements for the premises and the staff are met, in line with Milton Keynes Council policies and procedures.



Scope 

The role holder will prepare and manage a detailed work plan of activities based on a needs analysis of the local community, in partnership with: parents, Job Centre Plus, health, early years settings, primary schools, parish/town councils, the Youth Faculty and  PVI sectors.  

The role holder will have responsibility for a core team of staff and will be responsible for managing any volunteers within the centre and ensuring that appropriate safeguarding procedures had been carried out prior to them volunteering.  

The role holder is responsible for ensuring that the centre is resourced (pertaining to both staff and materials) appropriately for the relevant sessions being delivered. 

In addition to this, they are responsible for forecasting, monitoring and reporting on an annual budget for the running costs of the family centre, as well as following and enforcing all relevant Milton Keynes Council financial procedures relating to the procurement of goods and services for the family centre.  

Work Profile   

The role holder will be required to manage the co-ordination and development of the family centre programme ensuring that the activities, on and off the site, are appropriate to the needs of the local community.

The role holder in conjunction with her/his line manager is responsible for the monitoring, reviewing and evaluation of the performance management documents[footnoteRef:1]  as well as producing regular reports for stakeholders as agreed. [1:  The business plan, the annual service delivery plan and the self-evaluation form] 


The role holder is required to ensure that national developments are translated into practice and, in particular, contributing to the raising of school attainment by ensuring that children are ready for school, reducing worklessness, reducing health inequalities and promoting social inclusion within their allocated reach areas. The role holder will be supported by a line manager to interpret key local and national priorities/initiatives. 

The role holder is responsible for promoting the sustainability of the family centre programme by identifying and attracting additional resources.

The role holder will be the responsible designated officer (DO) in regards to safeguarding procedures on the family centre site.  All staff in the centre will report any incident to the DO in accordance with MKSCB procedures and the family centre policy on safeguarding.   

The role holder will be the registered manager for the nursery provision. 

Job Context   

Stage 1
Due to the changes taking place incrementally, as individual schools sign up to the model of management, the structure will need to have a level of flexibility to reflect the differing responsibilities required during the transformation from an entirely local authority management approach to one that is predominantly school led. It is anticipated that this will occur over a 12 month period.

When transferred

























Stage 2 
This is proposed to be the final staffing structure with the majority of children’s centres services being delivered through school leadership. It is highly likely that there will be a small number of centres not being managed through a school and they will be retained within the local authority management structure.




PERSON SPECIFICATION
In this section the Skills, Knowledge, Qualification and Competency requirements to perform the role to a satisfactory standard are set out.  The extent, nature and level of the role holder’s knowledge and skills should be specified
Awareness 	some knowledge or skills sufficient to show aptitude and the ability to learn in the particular work area
Significant 	knowledge and skills gained through practice and/or qualification sufficient to fulfil the role requirements 
Extensive 	knowledge and skills gained through practice and/ or qualification to fulfil the role requirements and contribute to training others and developing policy and practice in the work area

	

PERSON SPECIFICATION
 
	

Examples specific to role
	Required
	Level
	Method of Assessment application form, interview, testing, reference

	
	
	Essential
	Desirable
	Awareness
	Significant 
	Extensive
	

	SKILLS AND KNOWLEDGE
Technical knowledge and qualifications 

	Educated to NVQ Level 4 or equivalent in relevant early years qualification
	√
	
	
	
	√
	AF

	
	Commitment to continuing professional development
	√
	
	
	
	√
	AF

	Planning and organising work 
	Ability to  manage the  delivery of a  work plan, including measurement and assessment of targets
	√
	
	
	
	√
	AF/I

	
	Ability to plan own work and manage a busy schedule with competing demands
	√
	
	
	
	√
	AF/I

	Planning capacity and resources
	Ability to meet deadlines
	√
	
	
	
	√
	AF/I

	
	Ability to match resources with local need
	√
	
	
	
	√
	AF/I

	
	Ability to plan work of others to achieve agreed outcomes
	√
	
	
	
	√
	AF/I

	Influencing and interpersonal skills
	Strong communication skills: written and verbal
	√
	
	
	
	√
	AF/I

	
	Ability to develop appropriate professional relationships with diverse partners  to ensure that positive outcomes for children and families are met or exceeded
	√
	
	
	
	√
	AF/I

	
	Ability to model and disseminate good practice
	√
	
	
	
	√
	AF/I

	PROBLEM-SOLVING
Using initiative to overcome problems
	Ability to respond positively and co-ordinate and manage self and others through challenges which require flexibility, adaptability and resourcefulness
	√
	
	
	
	√
	AF/I

	Managing risk
	Ability to undertake risk assessments and put appropriate mitigating actions in place
	√
	
	
	
	√
	AF/I

	
	Awareness of safeguarding and health and safety implications win development of practice
	√
	
	
	
	√
	AF/I

	Managing change
	Ability to lead change and work with others to facilitate changes
	√
	
	
	
	√
	AF/I

	ACCOUNTABILITY and RESPONSIBILITY
Undertakes tasks without supervision

	Significant early years’ experience

	√
	
	
	
	√
	AF/I

	
	Ability to work independently following correct procedure and meeting deadlines

	√
	
	
	
	√
	AF/I

	Managing people 
	Experience of managing a team of full time staff and/or volunteers
	√
	
	
	
	√
	AF/I

	
	Ability to support and motivate staff and encourage clear and constructive communication
	√
	
	
	
	√
	AF/I

	Managing financial resources
	Experience of working with partners to prepare and submit external funding applications
	
	√
	
	
	√
	AF/I



COMPETENCIES REQUIRED – All post holders must be able to comply with the Council’s core competency requirements, Leading Change, Focus on the Customer, Team Working, Delivering Performance, Motivation, and Managing Resources.

SPOKEN ENGLISH FLUENCY DUTY REQUIREMENT - The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for this post.
[bookmark: _GoBack]
CORPORATE SAFEGUARDING STATEMENT – All post holders must be committed to applying and upholding the Council’s Corporate Safeguarding Policy Statement.  Specific safeguarding responsibilities should be detailed in this document. This post is subject to safer recruitment processes. 


Other information 

· able to travel to meet service delivery requirements
· available to undertake work outside of normal working hours 








	
	
	

	Signed Line Manager     
	Signed Assistant Director    
	

	


	


	

	Print Line Manager   
	Print Assistant Director   
	Date










Children's centres co-ordinator x1


Family centre heads x3


Practitioners


School management (through Memorandum of Understanding)


Enhanced practitioners and practitioners (not transferred to schools)


Enhanced practitioners and practitioners (in schools)




















Children's centres co-ordinator x1


Family centre heads x3


Children's centres officers (through transition) x2
(fixed term)


Practitioners


Enhanced practitioners and practitioners


School through Memorandum of Understanding



















