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	Post title

	Attendance and Pastoral Lead

	Job Evaluation

	Yes/No

	Grade

	7

	Service

	Schools

	Service area

	Delves Lane Primary School

	Reporting to

	The postholder will be accountable to the Headteacher 

	Location

	Your normal place of work will be Delves Lane Primary School

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure



Description Of Role 
The Attendance and Pastoral Lead will work in partnership with families, parents, carers and pupils in a school context to enable all pupils to have full access to educational opportunities and overcome barriers to their learning and participation.
Duties and Responsibilities

Duties and Responsibilities Specific to the Post: 
Listed below are the responsibilities this role will be primarily responsible for:
· Improve children’s attendance and reduce exclusion through work with families to remove barriers
· Attendance monitoring and liaising with Attendance Champion in school including attending home visits, calling and managing Attendance Support Meetings with families in school and liaising with the LA Attendance Enforcement Team. 
· Maintain accurate records of all documentation pertaining to meetings/contact with children, young people and their families
· Conduct reviews and assessments of work being carried out to improve attendance
· Liaise with other agencies as appropriate for exchange of information and best practice to promote integrated working practices
· Build positive relationships with schools/other agencies and families to ensure effective partnership working
· To support pupils on an individual or small group basis to improve self-esteem, behaviour or social and emotional skills, working in partnership with the class teacher.
· To attend any training courses relevant to the post, ensuring continuing, personal and professional development
· Role requires working with a team
· Providing support and information to parents in order to improve parenting skills and promote high quality at home parenting
· Improve parental engagement with their child’s learning
· Under the direction of the Head teacher who is Strategic Child Protection officer carry out the following child protection duties: -
· Regularly read case files in order to review work undertaken to ensure it meets the child’s needs 
· Assess individual children when child protection issues arise to ensure their emotional needs are met
· To attend Child in Need planning meetings, multi-agency meetings or reviews, Core Group meetings as required
· To identify families in need of additional support and offer Early Help as appropriate.
· To lead TAF meetings for Early Help, liaising with external agencies 
         
· Ability to present oneself as a role model to pupils and parents in speech, dress, behaviour and attitude and work in a respectful way at all times
· Provide appropriate help throughout the day including break and lunchtime monitoring and pre/post school activities as necessary
· Promote the safety and well-being of all children 
· Provide pastoral care and support to sick and injured children taking appropriate action as necessary ensuring parents and school staff are fully informed of incidents and accidents
· Maintain accident records as required
· The Post holder may undertake any other duties that are commensurate with the post

Common Duties and Responsibilities:
Quality Assurance

To set, monitor and evaluate standards at individual, team performance and service quality so that school’s requirements are met and that the highest standards are maintained.
 	
To establish and monitor appropriate procedures to ensure that quality data are reported and used in decision making processes and to demonstrate through behaviour and actions a firm commitment to data security and confidentiality as appropriate.

Communication
To establish and manage the team communications systems ensuring that the school’s procedures, policies, strategies and objectives are effectively communicated to all employees.
Professional Practice
To ensure that professional practice in the school is carried out to the highest standards and developed in 
line with the school’s stated objectives of continual improvement in quality of its service to internal and 
external customers.

Health and Safety
Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the school’s Health and Safety policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the school achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.
Appraisal
All employees will receive appraisals and it is the responsibility of each employee to follow guidance on the appraisal process.
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to 
learn, work and live free from discrimination and prejudice. 

To ensure our commitment is put into practice we have an equality policy which includes responsibility for 
all employees to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and 
foster good relations.

These policies apply to all employees of Durham County Council including school-based employees.

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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