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Portage Officer 

Reports to: EYIST team manager 

Department: CYPCD Grade: 

 

SO1 

DBS Status: Enhanced with Children  Politically 
restricted: 

No 

 

Job Purpose: 

 

• To deliver a Portage based home visiting service and support parents/carers of pre-
school children with special educational needs and disabilities. To carry out 
appropriate assessments to do this effectively. 

 

• To work collaboratively with the ‘team around the family’ that is, the parents/carers 
and other professionals and practitioners to meet the needs of the child and family. 

 

• To support children who have been in receipt of a Portage programme in their 
transition to a pre-school setting. 

 

• To attend meetings and summarise direct involvement share knowledge and 
expertise. 

 

• To provide a 5 day a week term time only intensive intervention service operating 
between the hours of 9am-5pm to empower families with complex needs. 

 

• The objective is to achieve measurable and sustainable outcomes for families, 
children and young people using a whole family approach, which incorporates using 
Brent CYP Practice Framework (including Signs of Safety). 

 

• In partnership with families and other agencies undertake assessments to deliver 
intensive support and robust challenge to families experiencing multiple 
disadvantages. 

 

• To adopt a whole family approach to working with families and develop sufficient 
resilience to bring about sustainable outcomes. 

 

• To support a complex child and family workload, which includes children referred 
through Early Help Assessment (EHA) processes, Step ups from Disabilities Team, 
referrals from Brent Family Front Door or any new processes developed. 

 

• To work in an inclusive and respectful way that ensures all family members are 
listened to, included in the assessment/review/planning process and their cultural and 
individual needs are taken account of throughout the engagement the families. 

 

 

Values  

Collaborate proactively. 
Lead inclusively. 
Embrace change. 
Be bold and curious. 
Celebrate and share our success. 
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Job specific roles and responsibilities  

 
1. To be directly responsible for delivering a Portage service, which offers an evidence 

based early intervention programme to families who have young children with their range 
of SEND, under the leadership of the Portage manager. 

2. To have direct responsibility for managing a defined caseload of children. 
3. To directly manage the organisation, care, and maintenance of Portage resources 
4. To participate in supervision and regular meetings 
5. To undertake early help assessments (EHA) and follow early help assessment 

procedures. 
6. To represent the service within the wider team and amongst other professionals 
7. To undertake comprehensive whole family assessments, (including EHA assessments, 

Outcome Star), identifying the support needs of a family; to develop detailed innovative 
action plans in response to the whole family needs and to achieve the aims of the service; 
where possible assessments to be built on other professional assessments to avoid 
duplication. 

8. To develop strong appropriate relationships with families and facilitate change. This 
requires the development and use of a range of approaches to engage and build effective 
working relationships with parents and their children. 

9. To provide structured support to families and identify those children who are at risk of 
significant harm. 

10. To identify any safeguarding or child protection concerns and take appropriate action to 
raise such concerns in line with Brent LSCB child protection procedures. 

11. To act as key professional in line with the aims and objectives of the service; where 
appropriate to organise and take the lead role in a variety of multi-agency case meetings. 

12. To plan and arrange ‘Team around the Family’ meetings and reviews as necessary, and 
ensure collaboration from key services, including schools, health and voluntary agencies, 
engaging with the family; to empower families to progress and ensure joint ownership of 
the plan and desired outcomes. 

13. To review action plans and other interventions regularly to ensure objectives are achieved 
or the plan amended to meet the changing needs of the family. 

14. To liaise with other appropriate agencies when cases need to ‘step-up’ or ‘step-down’ to a 
different level of need and provide a warm handover for the family. 

15. To work in tandem with social care teams to ensure a seamless service for children, 
young people, and their families with a continuum of need from some additional needs 
through to more complex needs requiring statutory intervention. 

16. To establish effective working links with local schools, ensuring school is invited to TAF 
meetings and advised of progress and concerns, when parents’ consent. 

17. To advise, advocate and assist families in obtaining all necessary benefits/payments, 
health care and all other services to which they are entitled. 

18. To write reports and use other documentation as necessary and appropriate. 
19. To maintain accurate, evidence-based case notes are recorded on Mosaic and to agreed 

standards. 
20. To ensure confidentiality and information-sharing processes are observed appropriately. 
21. To optimise Early Help Panel resources and work in partnership with other agencies to 

ensure effective delivery of the service to the benefit of the family. 
22. To participate in audits and evaluations of the service provided with families, to identify 

whether interventions have made a difference; to work with the service manager to review 
and make improvements as appropriate. 

23. To work within the performance management framework to achieve continuous 
professional development. 

24. To participate in regular supervision, mandatory and relevant training, Team Meetings, 
Development Days and keep abreast of current policy, research, and practice. 
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25. Safeguarding is everyone's responsibility and all employees are required to act in such a 
way that at all times safeguards the health and well-being of children and vulnerable 
adults.  

26. Undertake any other duties commensurate with the general level of responsibility of 
this post. 

 

Essential Requirements (key skills & qualifications) 

 

Knowledge and Qualifications 

1. Education to A Level standard with English and Maths GCSE or equivalent. Have a 
professional qualification involving work with children i.e., NNEB or NVQ3 
qualification as a minimum. 

2. Portage Training as Portage Home Visitor, or willingness to undertake this training. 
3. Evidence of a sustained record of Continuing Professional Development. 
4. Membership to National Portage Association 
5. Knowledge and understanding of key governmental policies and documents e.g. ‘The 

Early Years Foundation Stage Curriculum’ and ‘The SEND code of practice’ 
6. A sound knowledge of how a SEND can affect a child’s development and an 

understanding of how to support these children to reach their full development. 
7. Knowledge of the range of activities and services for children and families with special 

needs or the ability to acquire this quickly. 
8. Sound working knowledge of Safeguarding issues, Policies, Procedures and 

Managing Risk 
9. Working knowledge of the assessment frameworks, Team Around the Family, lead 

professional role. 
10. Understanding and working knowledge of the “Supporting Families” agenda. 
11. Good knowledge of services and resources for families. 
12. Demonstrate an understanding and commitment to the needs of children, their 

families or carers and understanding child development including emotional 
development. 

13. Experience and knowledge of working within diverse communities. 

 

Experience 

1. Experience of providing professional support to the families of young children with a 
range of disabilities aged from birth to five years. 

2. Significant experience of direct work with families who are experiencing multiple 
disadvantage. 

3. Experience of working with children and families in a statutory or voluntary agency 
including those with special needs. 

4. Experience of home visiting. 
5. Experience of extensive partnership work to provide families with the right support at 

the right time. 
6. Experience of delivering evidence-based interventions (i.e., SOS, systemic approach, 

social pedagogy) and parenting programmes. 
7. Experience of a family-centric, whole family working approach to empower families to 

make sustained change. 

 

Skills and Abilities  

1. Ability to work across professional and organisational boundaries and work in 
partnership with children/parents/carers, other professionals, and agencies. 

2. To be computer literate and be able to use variety of packages and other databases. 
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3. The ability to undertake assessments, prepare reports and record information in an 
accurate and timely manner. 

4. The ability to keep accurate records in line with policy or access to records by service 
user. 

5. The ability to think analytically, plan, implement and review work with families referred 
to Portage Services. 

6. The ability to communicate clearly in writing and verbally with service users, carers 
and other professionals. 

7. To be able to use line management supervision appropriately to understand it is 
purpose and importance and be able to work as an effective member of the team. 

8. Ability to adapt to changing and challenging situations. 
9. Ability to work on own initiative, priorities workload and meet deadlines. 
10. To have commitment to the council’s Equal Opportunities Policies and the ability to 

understand and implement the policies in relation to the job responsibilities. 
11. Ability to drive and access to your own car is desirable to conduct daily home visits. 
12. Excellent interpersonal and social skills and the ability to relate to children and adults 

of all ages, cultures, and abilities. 
13. The ability to establish an effective, professional relationship with families and to 

respond creatively to individual family issues. 
14. The ability to establish an effective relationship with other professionals and to 

respond creatively to multi-disciplinary agencies. 
15. Advanced assessment and analytical skills to be able to identify needs. 
16. Ability to develop, implement and review SMART action plans and interventions, 

including multi-agency support with family and tailored to meet the needs of a family. 
17. Ability to recognise, understand and work with families who fall under Supporting 

Families criteria 

 
 

Within reason these key deliverables may evolve to meet service need and it is expected 

that the postholder will be flexible and adaptable in their delivery to meet both service and 

council wide needs 

 

 


