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Wellfield School

Job Description

Education Welfare Officer A5815

Name:





Responsible to and mentored by:
 
AHT Attendance & Rewards
Person Specification for All Staff at Wellfield

We want all educators at Wellfield to:

· Be committed to continuous improvement and raising standards 

· Relate well to our students

· Put student needs first

· Be self starters and aim for the best in what they do

· Have confidence and competence in the use of ICT

· Be team players

· Communicate well

· Be positive and co-operative, especially in times of change

· Review what they do regularly

PARTICULAR DUTIES AND ACTIVITIES:
· Act as a Liaison Officer between home, school and the LA on matters related to education welfare and school attendance.

· Offer advice, assistance and support to parents/carers and pupils on school attendance issues, including pupils with complex and additional needs. Also advising on assistance which may be available from the LA and other agencies.

· Assess reasons for non-attendance and initiate and support appropriate action to improve it.

· Monitor school attendance, write reports for Governors' meetings and liaise with the appropriate staff on school attendance and other education welfare matters.

· Initiate legal action, as appropriate to enforce school attendance, in conjunction with the LA.

· Prepare paperwork for presentation to the LA and Magistrates' Court. 

· Attend and present reports to case discussions/conferences as required.

· Establish and maintain good working relationships with appropriate agencies, e.g., Educational Psychologists, Social Workers, Youth Justice Workers, Health Workers, etc., and refer to them, cases encountered in the course of duty where the pupil's well-being and/or ability to benefit from the educational opportunities available may be affected.

· Escort pupils/parents/carers when necessary to school/meetings.

· Monitor arrangements made for the transport of pupils to school and bring any difficulties to the attention of the 

Transport Manager.

· Maintain records, statistics and case files and make them available for inspection as required.

· Monitor the movement of children of compulsory school age in and out of the school.
· Participate in procedures relating to school transfers, child protection, exclusions, Travellers, alternative provision and children educated otherwise than at school as required.

· Attend and present reports to case discussions including Safeguarding, Children in Need and Child Protection Conferences.

· To initiate and contribute in the Common Assessment Framework and subsequent TAC meetings.
· Implement DCC/EWS Formal Attendance Procedures in school with the aim of reducing persistent absentee pupils and improving attendance.

· Support the school in achieving the targets of DFE in relation to persistent absentees and attendance.

· Assisting with staff training in school relating to attendance, registers and Legal Proceedings.
· Arrange, chair and take minutes at multi agency meetings.
General

· Take responsibility for own professional development/training;

· Participate in the school’s performance management framework;

· Participate in counselling supervision;

· Undertake Child Protection training as required;
· Carry out duties with regard to Equal Opportunities and Racial Equality policies to ensure that students and colleagues are treated in a fair and consistent manner;

· Support Parents’ Evenings, Reward Ceremonies and similar events.
ALLOWANCE ATTACHED TO THE POST AND DUTIES: Grade 8
HOURS OF DUTY:   37hrs per week, full time, term time plus 2 weeks
These duties may be varied from time to time to meet the changing demands of the school at the reasonable direction of the Head Teacher commensurate with the grade of the post.  This job description does not form part of the contract of employment. It describes the way the post-holder is expected and required to perform and complete the duties as set out.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.
Signed:     
_________________________

Date:  
  
 _________________________

Headteacher: 
_________________________

