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Job Description

Job Title:                            Referral Officer

Reports to Head of Support Services for Employability

Grade Band: E

Location: Home based with requirement to travel

Purpose
Effectively manage the day-to-day function of the Children’s Homes referral process,
developing and maintaining key stakeholder relationships with our Local Authority 
partners and providing support to the Children’s Homes.

Main Duties and Responsibilities

1. Develop and maintain customer relationships, providing a direct and efficient link 
for managing referrals and promoting H2I with external stakeholders.

2. Manage the ‘referrals’ inbox and telephone line, reviewing relevant spot purchase
referrals and actioning these, and signposting other enquires. 

3. Organise, attend, and contribute to internal and external meetings relating to 
referrals such as placement reviews and referral meetings.

4. Complete all administration tasks of the referrals process including provision of 
expressions of interest to the placement team. 

5. Provide support to Home Managers and Regional Operations Managers in the 
referral process, including supporting attaining required information from the 
Local Authorities.

6. Reviewing the referral process and escalating where this is not being 
appropriately adhered to, to the relevant line manager.

7. Maintain accurate Daily Bed Availability information, circulating internally and to 
relevant stakeholders to maximise referrals.

8. Organise customer placement contract documentation and distribute to 
appropriate home manager and return to customer on completion.

9. Maintain accurate referrals data including referral volumes, completion of 
management process and placement request outcomes.

10.Collate accurate information on each Children ’s Home to support promotion of 
the positive outcomes that could be achieved when placing young people with 
our service.

11. Completion of monthly bed data to inform month end finance, including liaison 
with the finance team and home managers.
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Other
1. To undertake any further training as identified in the Shaw Trust review 

procedures.
2. Ensure that safe working practices are followed in respect of COSHH and other 

Risk Assessment control measures.
3. Employees must comply with the provisions of ‘The Health and Safety at Work 

Act 1974’ and must take reasonable care for the health and safety of themselves
and of other persons who may be affected by their acts of omissions whilst at 
work.  Employees are also required to co-operate with their employer to enable 
them to perform or comply with any statutory provisions.  The Trust ’s efforts to 
promote a safe and healthy working environment can only succeed with the full 
co-operation of its employees.

4. To understand, comply with and promote Shaw Trust’s safeguarding policy and 
procedures. It is the responsibility of all employees to make the working 
environment safe and secure for all.  Everyone must adhere to the 5 Rs in 
relation to possible abuse: Recognition, Response, Reporting, Recording and 
Referral. The Trust can only ensure its dedication to the protection of vulnerable 
people with the full cooperation of its employees.

5. The Trust has a Diversity and Inclusion Policy and it is the responsibility of all 
staff to comply with this.  The key responsibilities for staff under this Policy are 
set out in the Trust Code of Conduct.

6. To maintain the confidentiality about clients, staff and other Trust business. The 
work is of a confidential nature and information gained must not be 
communicated to other persons except in the recognised course of duty. The 
post holder must meet the requirements of the Data Protection Act at all times.

7. To maintain awareness of risk and to take personal responsibility for ensuring 
that the Trust is not unnecessarily exposed to risk. To report any issues or 
concerns relating to risk and the effectiveness of the Trust ’s risk management 
arrangements.

8. Be aware of, promote and implement Shaw Trust’s Risk, Quality and Information
Security Management Systems.

9. To report to line manager, or other appropriate person, in the event of 
awareness of bad practice.

10. Recycle and manage energy within your environment in line with Shaw Trust’s 
Strategic aim to adopt green approaches and become carbon neutral.

This job description is intended to provide a broad outline of the main duties and 
responsibilities only.  The post holder will need to be flexible in developing the role in
conjunction with the line manager.  The post holder may be asked to carry out any 
other delegated duty or task that is in line with their post.
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Person Specification

Job Title: Referral Officer
(E=Essential D=Desirable)

SKILLS AND CORE COMPETENCIES

Technical competency (qualifications and training)

· NVQ Level 3 or above in Health & Social Care, Business Administration or 
related field. (D)

· Safeguarding Children Training (Level 2 or above) (E)

Experience
· Experience in managing external stakeholder relationships (D)
· Knowledge of Children’s Home settings (D)
· Experience of dealing with children’s services referrals (D)
· Experience of managing referrals and coordinating placement (D)
· Experience using referral or case management systems (D)
· Experience supporting audits, inspections or contract management (D)

Skills and Attributes
· Excellent written and verbal communication skills (E)
· Strong organisational and time management skills (E)
· Ability to manage competing priorities and meet deadlines (E)
· High level of accuracy and attention to detail (E)
· Competent in Microsoft Office and database systems (E)
· Ability to analyse data and produce reports (E)
· Demonstratable customer docus (E)
· Ability to be adaptable in fast paced environment (E)
· Strong understanding of safeguarding principles and procedures (E)
· Knowledge of children’s residential care regulations and standards (E)
· Awareness of GDPR and data protection legislation (E)
· Understanding of referral pathways and placement matching processes (D)
· Familiarity with contractual arrangements and spot purchase placements (D)
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Personal qualities, communicating and relating to others
· Strong attention to detail (E)
· Professional, calm and empathetic approach (E)
· Commitment to safeguarding and promoting the welfare of children (E)
· Resilient and able to work under pressure (E)
· Flexible and adaptable to changing demands (E)
· Discreet and trustworthy with confidential information (E)
· Proactive and solution-focused mindset (E)
· Comfortable using the telephone (E)
· Supporting and working with others (E)Willingness to attend in-person team 

meetings that will sometimes require overnight travel. Travel costs will be 
covered and sufficient notice of when this is needed (E)

Safeguarding
· Demonstrates integrity, accountability and a child-centred approach (E)
· Acting Professionally (E)
· Understanding of our Duty of Care towards the young people we work with

(D)
· Ability to maintain professional boundaries and act in the best interests of

children (E)

Other
· Have an understanding of and be able to demonstrate a commitment to 

Equal Opportunities and Diversity
· Ability to travel on behalf of the Trust as required
· Good understanding of disability issues
· Willingness to undertake travel throughout the 

UK, including occasional overnight stays


