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Attendance and Pastoral Support Officer Job Description



POST: RESPONSIBLE TO:

LOCATION:


Working Pattern
Salary:



JOB PURPOSE:

Attendance and Pastoral Support Officer
Designated Safeguarding Lead, Principal and Attendance Lead (Assistant Principal)

Oasis Academy Broadoak


32.5 hours a week (08.30-15.30), 39 weeks a year.

Scale point 7-11 £27,274-£29,071 (based on 37 hours, 52 weeks a year)

To work alongside key academy staff to promote excellent attendance, reduce levels of absence and work with pupils and families to promote high levels of attendance in the academy.

The role involves collecting recording, monitoring and reporting data on attendance and punctuality and supporting pastoral work in support of pupils achieving the very best outcomes from their time at the academy.
To work alongside key academy staff to support pupils and their families with low level
safeguarding concerns and assist them in accessing relevant support from other agencies.

Specific Responsibilities:

· To ensure all registers are completed and no missing or unexplained absences remain.
· To assist with and check records prior to School Census to ensure school attendance is up to date and accurate.
· To provide analytical and statistical attendance data from IT systems such as Bromcom.
· To interpret information relating to attendance patterns and identify key areas of concern.
· To work closely with parents/ carers to improve levels of attendance and punctuality, leading meetings and creating letters.
· To keep clear and concise records of all contact and to write any other reports as required for the academy.
· To promote whole school attendance and punctuality strategies.

· To support Academy Leadership Team in advising the academy on all matters relating to attendance and punctuality and where necessary take the lead role in developing work processes to improve attendance.
· To acquire and maintain knowledge of statutory framework relating to school attendance, safeguarding and special needs in order to be able to offer informed advice to parents and staff.
· To ensure Child Missing in Education procedures are correctly followed by the academy.
· To initiate appropriate legal action with Medway Council to ensure the academy school is carrying out its statutory duty in respect of pupils.
· To support and enable families whose children are experiencing difficulties.
· To make links between home, school and other community resources.
· To support the Designated Safeguarding Lead with Safeguarding issues within the academy.
· To lead on Early Help cases within the academy under the guidance of the Designated Safeguarding Lead.
· To acquire and keep up to date with statutory safeguarding requirements, early help processes and resources.
Safeguarding children and young people
Oasis Community Learning is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.
The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

Signed:


	Employee:
	Line Manager:
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Attendance and Pastoral Support Officer Person Specification
Our Purpose
Oasis Academies exists to provide a rich and balanced educational environment which caters for the whole person - academically, vocationally, socially, morally, spiritually, physically, emotionally and environmentally. Our task is to serve our students as well as to provide a learning hub for the entire community. In this way we will raise aspirations, unlock potential and work to achieve excellence through encouraging a ‘can do’ culture which nurtures confident and competent people.
Oasis Ethos
Our ethos is an expression of our character - it is a statement of who we are and therefore the lens through which we assess all we do. Our work is motivated and inspired by the life, message and example of Christ, which shapes and guides every aspect of each of our schools. This is foundational to our belief that all people are created and loved by God as equal and unique beings, and to our commitment to model inclusion and compassion throughout all the aspects of the life and culture of each Academy community.


	
	Essential
	Desirable

	Qualifications
	· Good level of literacy
	· NVQ level 3 or equivalent
· 5 GCSE’s including grade C in English and Maths

	Experience, Skills & Knowledge
	· Good organisational and good timekeeping skills
· Good interpersonal skills including mediation and conflict resolution
· Demonstrable awareness of legislation relating to school attendance
· Demonstrable awareness of legislation relating to the welfare and protection of children
· Demonstrate the awareness of risk
· Experience of working in an educational and/or social care setting with young people
· Effective communication with pupils, parents/carers and other professionals
	· Understanding of the role of the class teacher, the parent or carer and external agencies in developing and maintaining an effective learning environment
· Current first aid certificate
· The ability to contribute effectively to the workload, planning, supervision and responsibilities of a team
· Ability to work on own initiative, including recognition of the appropriate level at which to refer issues elsewhere for effective resolution
· Proven communication and inter-personal skills evidenced by dealing with a diverse range of contacts about potentially
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	· Ability to display an understanding of social/welfare issues as they affect pupils, families and academies.
· Ability to work on own initiative within Academy policy and procedures.
· Ability to deal with difficult situations calmly and professionally
	complicated and/or sensitive issues.
· Prior experience working in a school environment,	

	Personal Qualities
	· Flexible approach to supporting children and families
· Ability use own initiative
· Resourceful, patient and resilient
· Calm, unflustered manner
· Ability to work in a team and alone
· Excellent communication skills
· Commitment to equal opportunities in service delivery and employment
· Ability to maintain a professional approach in challenging situations
· Confidence to challenge inappropriate behaviour
· Confidence to challenge other professionals
	· Enjoys working in education
· Friendly manner and good sense of humour.
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