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JOB DESCRIPTION



	Post Tile:

	ASN Children and Young People’s Officer

	Post Number:

	09333, 09334, 09329

	Grade:

	Grade 5

	Service:

	Education, Communities & Organisational Development

	Section:

	Early, Primary and Secondary

	Responsible to:

	ASN Co-ordinator/ASN Senior Children and Young People’s Officer

	Overall Purpose of the Job:


	Improve curriculum engagement, wellbeing, and outcomes for children and young people with Additional Support Needs (ASN) by providing safe, nurturing, inclusive, and high-quality care and learning environments across school, out-of-school, and holiday provision. 	Comment by Catherine Williamson: F9 Resp for Service to others & F7 Relationships

The role bridges teaching and pupil support through relational practice, nurture approaches, targeted developmental interventions, and social development opportunities, while promoting pupil voice, emotional regulation, and inclusive learning strategies aligned with Curriculum for Excellence. Through responsive, needs-led support and systematic tracking of progress, the postholder ensures measurable improvements in engagement, wellbeing, and learning outcomes in line with national legislation and the Care Inspectorate’s Quality Improvement Framework (QIF).	Comment by Catherine Williamson: F7 Relationships, F6 Comms (Advocacy via pupil voice)	Comment by Catherine Williamson: F11 Information resource	Comment by Catherine Williamson: F13 Knowledge


	Main Duties and Responsibilities 


	1. 
	Statutory Responsibilities 

	
	The job of ASN Children and Young People’s Officer will be carried out having regard to the following:	Comment by Catherine Williamson: F13 Knowledge

· Inverclyde Council’s Children’s Service Plan.
· Education Services Improvement Plan.
· The regulation and inspection procedures of the Care Inspectorate assisted by relevant Frameworks e.g. A quality Improvement Framework for the Early learning and Childcare Sectors: School Age Childcare Quality indicators.
· Children (Scotland) Act 1995 & 2020
· Additional Support for Learning (Scotland) Act 2004 (as amended)
· Getting it Right for Every Child (GIRFEC)
· National Guidance for Child Protection in Scotland.
· Curriculum for excellence 
· Inverclyde Council’s Staff appraisal scheme for Early Years employees.
· The accreditation and registration requirements of the Scottish Social Services Council.


	2. 
	Vision, Ethos & Inclusive Practice Across the Full Year


	
	Contribute to promoting a shared vision that supports improvement, wellbeing, and positive outcomes for children and young people with ASN, ensuring safe, nurturing, inclusive, and rights-based practice across school, out-of-school, and holiday provision while embedding trauma-informed and relational approaches, upholding legislative and policy requirements, and maintaining consistent, respectful, and inclusive support across classroom and care environments.	Comment by Catherine Williamson: F7 Relationships, 

This will be met by: -

· Actively contributing to whole-school and Play 4 All service improvement priorities.	Comment by Catherine Williamson: F9 Service to others
· Contribute to planning and delivery of the implementation of trauma-informed, attachment-aware and relational approaches consistently across school and care settings.
· Ensuring practice aligns with national legislation, rights-based frameworks and local authority policy.	Comment by Catherine Williamson: F13 knowledge
· Promoting inclusive values and modelling respectful relationships.	Comment by Catherine Williamson: F6 Communication
· Work collaboratively with teaching and care staff to ensure that consistent strategies and predictable routines for learners are planned for.
· Supporting shared planning to ensure continuity across term-time and holiday provision.	Comment by Catherine Williamson: F4 Mental


	3. 
	Safe, Nurturing & Responsive Care Environments

	
	Support the delivery of safe, nurturing, and responsive care environments for children and young people with ASN by meeting individual care and developmental needs, maintaining effective safeguarding and supervision, implementing health and safety procedures, providing personal and medical care in line with policy, creating inclusive environments across school and holiday provision, and promoting wellbeing through GIRFEC and SHANARRI principles.	Comment by Catherine Williamson: F1 Working environment

This will be met by: -

· Planning responsive experiences informed by individual care and developmental plans.
· Maintaining safeguarding vigilance and adhering to child protection procedures.
· Undertaking dynamic and planned risk assessments.
· Delivering personal, intimate and medical care in line with policy and training.	Comment by Catherine Williamson: F1 Working environment
· Creating structured, well-resourced environments that promote safety and belonging.	Comment by Catherine Williamson: F4 Mental
· Embedding GIRFEC wellbeing indicators within daily practice and decision-making.


	4. 
	Curriculum, Play & Developmental Learning


	
	Support curriculum engagement for children and young people with ASN by delivering differentiated, developmentally appropriate and play-based learning approaches, working collaboratively with teachers and practitioners to embed inclusive pedagogy and executive functioning supports, and promoting social, emotional, cognitive and physical development while ensuring consistent learning approaches across school and care settings throughout the year.	Comment by Catherine Williamson: F4 concentration

This will be met by: -

· Planning for and applying differentiated strategies to remove barriers to learning.
· Delivering structured play-based and nurture interventions targeting identified developmental needs.
· Collaborating with teachers to align interventions with curricular outcomes.
· Using play pedagogy to strengthen executive functioning and social development.	Comment by Catherine Williamson: F13 Knowledge
· Supporting independence and cooperative learning through scaffolded opportunities.
· Sharing planning information across school and care teams to ensure continuity.	Comment by Catherine Williamson: F9 Service to others - complex needs
.



	5. 
	Pupil Voice, Rights & Participation


	
	Promote pupil voice, rights, and meaningful participation for children and young people with ASN by facilitating structured opportunities for expression, supporting inclusive communication, embedding dignity and choice in daily practice, and contributing pupil-informed evidence to planning, reviews, and service improvement.	Comment by Catherine Williamson: F7 Relationships

This will be met by: -

· Facilitating structured pupil voice groups and feedback opportunities.
· Using inclusive communication tools (visuals, AAC, structured conversations) to support expression.
· Embedding children’s rights and choice within daily routines and planning processes.
· Contributing pupil-informed observations to Child’s Plans and review meetings.	Comment by Catherine Williamson: F9 Service to others - complex needs
· Developing mechanisms to ensure pupil feedback informs practice and service improvement.	Comment by Catherine Williamson: F5 Comms


	6. 
	Emotional Regulation, Nurture & Social Development


	
	Plan, deliver, and oversee targeted nurture-based and emotional regulation interventions for children and young people with ASN, promoting co-regulation and self-regulation, reducing dysregulation and anxiety, facilitating social skills and friendships, supporting identity, resilience, and independence, and fostering inclusion and positive peer relationships across school and out-of-school settings.	Comment by Catherine Williamson: F6 Comms, F7 Relationships, F9 Services to Others (complex)

This will be met by: -

· Delivering planned individual and small-group nurture interventions.
· Modelling and teaching co-regulation and self-regulation strategies.
· Using proactive supports to reduce anxiety and dysregulation.
· Facilitating structured social skills programs and peer interaction opportunities.
· Supporting resilience, independence and identity development.
· Reinforcing inclusive peer relationships across classroom and care settings.


	7. 
	Communication & Multi-Agency Collaboration


	
	Plan and deliver communication supports and multi-agency collaboration for children and young people with ASN, ensuring equitable access to learning and play, embedding specialist recommendations, working closely with teachers, support staff, families, and external agencies, contributing to planning and documentation, maintaining professional boundaries and confidentiality, and ensuring continuity of care across school, out-of-school, and holiday provision.	Comment by Catherine Williamson: F6 Comms

This will be met by:

· Implementing communication strategies tailored to individual needs.
· Liaising with Speech and Language Therapy and relevant specialists.
· Participating in multi-agency meetings and GIRFEC processes.
· Maintaining accurate and lawful information sharing in line with GDPR and council guidance.
· Working closely with families and professionals to ensure consistent approaches across all settings.

	8. 
	Observation, Tracking & Reporting Impact

	
	Plan and deliver and participate in observation and reporting for children and young people with ASN, using baseline data, accurate records, and structured frameworks to inform planning, provide stakeholder reports, and measure impact on engagement, participation, regulation, peer interaction, and emotional literacy.	Comment by Catherine Williamson: F11 Information resources; F5 concentration, F4 mental - planning, F9 Services to others

This will be met by: -

· Conducting structured observations across school and care environments.
· Establishing baseline measures and tracking progress against agreed targets.
· Maintaining clear intervention records and developmental logs.
· Using observation frameworks to inform responsive planning.
· Providing written and verbal reports to parents, senior leaders and multi-agency partners.
· Monitoring measurable indicators including engagement, regulation, participation and peer interaction.


	9. 
	Quality Improvement, Professional Development & Service Contribution


	
	Plan and deliver observation, tracking, and reporting of children’s learning, behaviour, and wellbeing across all settings for children and young people with ASN, establishing baseline data, maintaining accurate records, using structured frameworks to inform responsive planning, providing clear reports to stakeholders, and measuring impact through key indicators such as engagement, participation, emotional regulation, peer interaction, and emotional literacy. 

This will be met by: -

· Participating in self-evaluation, peer review and improvement planning cycles.
· Contributing to inspection preparation and Care Inspectorate processes.
· Engaging in supervision, reflective practice and performance review.
· Maintaining professional registration and undertaking required training.
· Attending team meetings and contributing to service development.
· Supporting consistent, high-quality provision across school, after school and holiday services in line with council policy.


	10. 
	Additional

	
	· Undertake any other appropriate duties as appropriate to the post and arising form agreed Council policies / procedures related to the needs of the service as assigned by the ASN Co-ordinator/ Early Years Manager.



Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.

Date Produced: 04.02.2026









	
PERSON SPECIFICATION

	The Person Specification clearly describes the skills/abilities/personal qualities needed to successfully undertake the duties of the post.  It is agreed by the Panel prior to advertising and is used as the sole means of selecting candidates for interview. 

In developing job descriptions & person specifications, the Council will have due regard to its commitment to equality & diversity by ensuring that job criteria are relevant to the successful undertaking of the job and do not indirectly or disproportionately disadvantage any individual on the grounds of sex, age, disability, race/ethnic origin, religion or belief, sexual orientation, gender reassignment, marriage and civil partnership, pregnancy and maternity and caring responsibilities, unless it can be justified on objective grounds.

	POST TITLE:  ASN Children and Young People’s Officer 

	ATTRIBUTES
	ESSENTIAL: 
The minimum acceptable level for safe and effective job performance
	DESIRABLE: 
The attributes of the ideal candidate

	ATTAINMENTS/ EXPERIENCE
1.Educational
(e.g. qualifications, membership of professional bodies)


2.Occupational
(e.g. management experience)

	· SNNEB, NNEB, HNC Childhood Practice or HNC Education and Childcare or SVQ3 Playwork at SCQF level 7 or SVQ3 Social Services (Children and Young People) at SCQF Level 7 or equivalent.	Comment by Catherine Williamson: F13 Knowledge
· Registration with the Scottish Social Services Council (SSSC) as a practitioner.
· Experience of working with children/young people with ASN.
· Ability to apply developmentally appropriate strategies to support learning and engagement.	Comment by Catherine Williamson: Knowledge
· Capacity to differentiate support across a wide range of developmental stages and needs.
	· Additional qualifications relating to working with children and young people 
· Experience of working with a wide age range of children. 
· Experience of working in an out of school care/holiday service.
· Experience of working in a school to support children with ASN.
· Knowledge of the Health and Social Care Standards (HSCS)

	SKILLS & ABILITIES
(e.g. work ethic, motivation, judgement, initiative, analytical skills, problem solving skills, report writing skills)

	· Sound understanding of Additional Support Needs (ASN) and the barriers to learning experienced by children and young people.
· Knowledge of nurture principles, trauma-informed and attachment-aware practice.
· Knowledge of GIRFEC and wellbeing indicators and their application in practice. 
· Awareness of safeguarding, child protection and health and safety responsibilities.
· Ability to assist with the administration of medication.
· Good report writing and record keeping skills
· Effective communicator 
· Ability to work well as a member of a team
· Good organisational skills
· Effective Decision Maker
	· Experience of providing personal intimate care to children and young people including invasive procedures 
· Experience supporting children and young people with complex social communication differences.
· Knowledge of neurodevelopmental conditions and inclusive practice approaches



	SPECIAL APTITUDES
(e.g. numerical skills, manual dexterity, driving licence)



	· Ability to work varying work patterns over term time and holiday periods. 
· Highly developed interpersonal skills with the ability to build trusting, professional relationships with children and young people with ASN.
· Ability to work collaboratively with teachers, families and multi-agency partners.
· Ability to handle sensitive information appropriately and maintain confidentiality.
· Ability to manage time effectively and contribute to coordinated planning.


	· Ability to use inclusive communication approaches (visual supports, structured language, alternative communication methods).
· Self-motivated, good organisational skills.  Basic IT skills
· Experience working alongside Speech and Language Therapy or other specialist services.
· Experience contributing to Child’s Plans and multi-agency meetings.
· Willingness to undertake training 


	ANY ADDITIONAL JOB RELATED REQUIREMENTS (e.g. ability to work irregular hours, shifts)

	· Ability to plan, prioritise and adapt support across school, out of school and holiday contexts.
· Flexibility to respond to changing needs and environments.
· PVG membership required, with responsibility for ensuring compliance and supporting safe practices within the service.
· Ability to providing personal intimate care to children and young people including invasive procedures.

	

	DISABLED APPLICANTS AND GUARANTEED INTERVIEWS

	Under the Disability Confident Scheme, an applicant who indicates they have a disability and who meets the essential requirements for the vacancy will be offered a guaranteed interview. 



