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RELATIONSHIPS





Relationships Scotland Borders (RSB)

JOB DESCRIPTION
Child Contact Centre Family Support Key Worker (Galashiels)
Hours 
Sessional 
(On average 4 – 8 hours per session.  Every second Saturday with opportunity for overtime other weeks. 
Job share
This post is a job share whereby Family Support Key Workers will work alternate Saturdays and cover each others leave requirements as far as possible.

Pay scale
£13 per hour
Accountable to
RSB Practice Manager until CCC Senior Family Support Worker Lead is in post in early 2023


Checks 
A Disclosure Scotland PVG check is essential as this is regulated work with vulnerable groups.

Purpose of job

To support safe contact between non-resident parents and their children using the Contact Centre as overseen by Relationships Scotland Borders.
Scope of job

Contact Centre Users
· Support contact with children and their families, as required.
· Supervise contact, as required.
· Encourage feedback whilst remaining neutral and empathetic.
· Report any Child protection issues to the Practice Manager.
· Support & supervise Contact volunteers on duty.

· Ensure that the Centre is kept tidy, safe and secure.
· Manage safety, entry into and exit from the premises by users.
· Be familiar with procedures for fire and other emergencies.
· Ensure all RS and RS Borders policies are noted and adhered to.

Administrative & Other Tasks

· Keep timekeeping & other appropriate records of clients.
· Maintain all confidential information appropriately at ALL times.
· Compile Supported and Supervised contact notes and e-mail to Practice Manager/Client Co-ordinator/FSW.
· Liaise with RSB staff as appropriate.
· Work closely with all colleagues to ensure clear communication and handover relating to cases and to cover annual leave etc.
· Attend meetings, supervision sessions and staff development reviews with the Practice Manager, as required.
· Turn on RS Borders phone on Friday nights when you are on duty at the CCC on the Saturday in case families need to contact you with any issues.  Keep phone on during your Saturday working hours.

· Send a report to the Senior Family Support Worker, Client Co-Ordinator and Practice Manager no later than midday the Monday after your DO session so they are aware of how the CCC sessions went and deal with any issues proactively.

· Provide a quarterly report to the Senior Family Support Worker and Practice Manager using the agreed paperwork format on Microsoft Word to inform the quarterly reports for the Executive Board.  These are due at the end of each quarter and must be provided by the deadline given in early January, April, July and October.
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