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Delves Lane Primary School
Attendance and Pastoral Lead Person Specification

	Attributes
	Essential
	Desirable

	References
	· Fully supported in reference
	

	Education
	· GCSE grade 5 (or equivalent) in English and Maths
· NPQ Level 3 or equivalent
· Evidence of further training/development and/or willingness to
participate in further training and development opportunities

	· First Aid Certificate
· Designated Safeguarding Lead Level 2
· Other relevant qualifications relating to the post e.g. Level 3 NVQ in social work, Youth work or counselling
· Foundation/degree

	Experiences
	· Prior experience as an attendance officer and/or in a pastoral support role in school or other educational setting
· Demonstrable awareness of legislation relating to school attendance
· Experience of supporting and working with parents/carers of pupils with additional needs. 
· Experience of working with adults who are reluctant to engage with support
· Experience of working with pupils with additional needs. 
· Experience of working with colleagues and external stakeholders, e.g. Early Help, LA Attendance, etc.
· Experience of working with attendance policies and procedures in school.
· Detailed understanding of the principles with regard to Safeguarding of Children
	· Experience of using MIS Systems (Arbor)
· Experience of the attendance penalty notice & prosecution system 

	Knowledge and Skills
	· Will have the ability to understand the needs of children and their
· families
· Knowledge of available support services for children in the local area, including voluntary services
· Knowledge of up-to-date legislation surrounding attendance and noncompliance with statutory regulations including new DfE guidance
· Knowledge of safeguarding and attendance monitoring procedures
· Ability to conduct, analyse, interpret and understand relevant attendance data and present it in useful forms to pupils, staff & parents/carers
· Good organisational and problem-solving skills with the ability to work proactively and independently.
· Good communication, ICT, numeracy and literacy skills.
· Exercise advisory, guiding, negotiating and persuasive skills 
· Ability to self-evaluate learning needs and actively seek new learning opportunities.
· Knowledge of child protection legislation, Behaviour Management and Health and Safety requirements. 
· Ability to relate well to pupils and adults.
· Ability to work constructively as part of a team with a willingness to share knowledge, expertise and experience.
· Ability to remain calm under pressure; prioritising conflicting demands.
· Demonstrate a commitment to working with children of the relevant age.
· Demonstrate good co-operative, interpersonal and effective listening skills.
· Maintain confidentiality in matters relating to the school, its pupils,
· parents or carers.
· Ability to perform all duties and tasks with reasonable adjustments
where necessary, working flexibly and willing to accept change.
· Ability to cope with the requirements of the post, which will include
working with pupils who have emotional/ behavioural/physical
difficulties
· Access to own vehicle (with valid business insurance) and willingness to use this to carry out home visits
· Willingness to work outside normal school hours in line with school and community needs as required 
	· Knowledge of barriers to learning that pupils may face.


	Personal Qualities
	· Patient and calm
· Approachable, professional and friendly
· Organised, good time management, proactive and self-motivated
· Upholds and promotes the ethos and values of the school
· Ability to work under pressure and prioritise effectively
· Ability to use initiative and make on the spot decisions for the benefit of pupil welfare.  
· Maintain confidentiality at all times
· Committed to safeguarding, equality, diversity and inclusion
· Flexible 
· Enthusiastic
· Patience and emotional resilience in working with challenging behaviours / families
· Sensitive to the needs of all children 
· Ability to build trusted relationships with children, parents and families.
	

	Personal 
	· Commitment to lead attendance/pastoral groups with children before school, during lunchtimes and/or after school
	· Willing to participate in local community activities 
· Commitment to taking part in out of school activities.
· Commitment to contribute to the full life of the school

	Disclosure of Criminal
Record
	· Enhanced DBS check confirming suitability to work with children 
· (school will seek the DBS check)
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