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	JOB DESCRIPTION

POST TITLE :


	Attendance Lead   & Family Support Worker

	GRADE :


	Grade 5 (point 17 to 22 £23836 - £26317 pro rata)



	REPORTING RELATIONSHIP 


	Either CEO and Heads of School  

	JOB PURPOSE :


	Responsible for school attendance and managing the family support service across Oak Learning Trust whilst working effectively with other agencies to improve outcomes for pupils

	
	


MAIN DUTIES/RESPONSIBILITIES 

· To provide a specialist service to assist the Trust, and the academies within it, in meeting their obligations and targets in relation to school attendance including devising strategies and action plans for pupils whose attendance is falling.

· Analyse attendance information and data to identify and work with pupils who have poor attendance or are at risk of developing poor attendance

· Follow up lack of response to first day contact and other contacts by home visiting or meeting parent/carers in school

· Support the identification of alternative provision for pupils with persistent absence should this be deemed necessary.

· Develop links with pupils who are transferring into the school to promote the school ethos of regular attendance.

· To promote positive attitudes by students and families towards education and to ensure that parents are made fully aware of their statutory responsibilities.

· To establish and develop a professional service to support raising attendance, investigating persistent absences and improving punctuality.

· Scrutinise registers on a regular basis to ensure absences are recorded in line with DfE guidance, to have whole school attendance policies in place ensuring that issues are dealt with consistently across the school.

· Meet with school staff, students, and parents to identify individual problems and possible solutions

· Manage the delivery of the family support service in line with the school plan and budget

· To work directly with pupils and families on welfare matters and other issues as required.

· To liaise and work with other members of staff as well as other professionals in the police, Social Services, Housing, Health and any other statutory and voluntary organisations to ensure that the Trust carry out their statutory responsibility in respect of students.

· Work in partnership with external agencies to support attendance initiatives, campaigns, parental responsibility measures and school attendance including providing attendance data to the Local Authority to enable a School Attendance Order or prosecution to be made.

· To keep clear and concise records of all consultations and to write any other reports i.e. annual action plan and summaries, as required, for schools, school improvement partners, or senior managers.

· To prepare Early Help documentation in liaison with the Line Manager and Local Authority.

· Process requests for pupil holiday approval by the Line Manager and maintain accurate manual and computer records.  Produce and send authorised / unauthorised holiday letters to parents.  Collate and produce attendance percentages and documentation for Student Support Officer to issue penalties for unauthorised leave taken by students.

· To use IT systems to produce reports, often to tight timescales, using word processing and record information including statistical data, providing reports for senior managers and other professionals.

· To manage and prioritise your own workload in line with service requirements.

· To acquire and maintain a working knowledge of the statutory framework relating to school attendance, child employment, child protection and special needs in order to be able to offer informed advice to parents, school staff, governors and others.

· To support senior managers in advising schools on all matters relating to attendance and where necessary take a lead role in developing work processes to improve school attendance.

· To work on initiatives which raise the awareness of school staff, parents and the community on the importance of school attendance.

· Any other duties of a similar nature and related to the post which may be required from time to time.

· To comply with health and safety policy and systems, report any incidents/accidents/hazards and take a pro-active approach to health and safety matters in order to protect both yourself and others.

PLEASE NOTE THAT SUCCESSFUL APPLICANTS WILL BE REQUIRED TO COMPLY WITH ALL TRUST POLICIES.

The Trust produced/amended  is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this communication.

THE SUCCESSFUL APPLICANT WILL BE SUBJECT TO RELEVANT VETTING CHECKS, INCLUDING A SATISFACTORY ENHANCED DISCLOSURE BEFORE AN OFFER OF APPOINTMENT IS CONFIRMED.  FOLLOWING APPOINTMENT THE EMPLOYEE WILL BE SUBJECT TO RE-CHECKING AS REQUIRED FROM TIME TO TIME BY THE ACADEMY
