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Attendance & Pastoral Lead Job Description
	Employment details

	Job title
	Attendance & Pastoral Lead

	Reports to
	Headteacher/Deputy Headteacher                 Local Governing Committee

	Hours of work
	32.5 hours over 5 days

	Salary/Scale
	Grade 9

	
Employees of Heaton Park Community Primary School have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. 


	General Duties
Attendance
• To monitor attendance and punctuality and follow issues promptly, keeping accurate records and data on attendance and persistent late comers
• To ensure systems for identifying and improving persistent absenteeism are correctly followed
including first day contact procedures (phone-calls, home-visits, referrals, etc)
• To complete data analysis and produce written reports for all attendance matters and provide updates for staff on pupil attendance/punctuality as and when required
• To raise awareness to staff/children/parents/carers on the importance of school attendance
• To monitor the attendance of all vulnerable groups of pupils (as well as individual ones) and liaise
with school staff accordingly with updates
• To work with school staff/pupils/parents and carers to identify individual problems and possible
solutions to attendance/punctuality issues.
• To produce and interpret information relating to attendance patterns and analyse data to inform good practice
• To collate information with regards to attendance/punctuality of pupils who may be experiencing
attendance difficulties and share with all necessary parties
• To check and remind staff where necessary to complete registers to ensure all missing
marks/absences are accounted for
• To create and maintain positive and productive relationships between home and school in order to establish the reasons for non-attendance, to support plans for facilitating a return to school within specified timescales
• To provide advice and support for pupils returning to school following long periods of absence
• To assist with the identification of pupils who will receive support in improving their attendance and produce action plans to improve attendance/punctuality in order to meet set targets
• To work with school staff and other external agencies to improve attendance and complete
referrals
• To check records prior to the census to ensure school attendance is accurate and up to date
• To support and encourage punctuality/regular high attendance in order to reduce the number of
persistent absentees thus ensuring the school target is met and exceeds the local and national
average
• To keep up to date with current legislation, update letters in accordance with new guidelines on attendance and produce attendance certificates
• To identify the best attending/most improved attending class each week and maintain/update the whole school attendance display board
• Support the implementation of attendance incentive schemes and contribute researched initiatives towards effective rewards.
Pastoral
· To take role as pastoral lead and be responsive in support of issues for pupils
·  To support well-being and reinforce positive pupil behaviour.
·  Undertake role of Mental Health Lead in school and liaise with MHST
·  Organise and manage learning environment and resources in the Nest and pastoral support room.
·  To assist in the identification of those pupils who would benefit most from intervention, and, working with others, design and implement a pastoral plan for individual/groups of pupils
· To take a leading role in planning and deliver SEMH support to children within school liaising and/or including other relevant staff/agencies (MHST, Head, DHT, Class teachers, SSAs, TAs, SENCO, etc)
· To develop a 1:1 mentoring relationship with pupils needing particular support where necessary aimed at achieving the goals defined in their pastoral plan
·  To maintain regular contact with families/carers of pupils in need of extra support, to keep them informed of the pupil's needs and progress, and to secure positive family support and involvement
· To deal with any issues raised by pupils during confidential discussions promptly and inform relevant staff of the issues and the action taken, in line with school policies
·  To liaise with parents and outside agencies with regard to confidential/sensitive information and complex issues;
· To support the tracking of pupil’s attainment and achievement that may be linked to attendance or pastoral issues and offer intervention support to maximise pupil outcomes;
· To support general pupil supervision duties (e.g.- pastoral support at play-times, lunchtimes, in corridors, etc)
·  To liaise regularly with the externally sourced services linked to roles
· To liaise with teachers on learner’s pastoral needs/progress, problems etc
· To promote good learner behaviour, dealing promptly with conflict and incidents in line with
the Behaviour Policy and encourage learners to take responsibility for their own behaviour
· To organise work for pupils who have been taken out of lessons or are absent long-term
· To establish de-escalation routines in line with the Behaviour Policy 
· To establish constructive relationships with parents/carers and external agencies
· To support pastoral administration when necessary.
·  To embrace and engage with opportunities to promote and enhance my own positive mental health, wellbeing and manage my workload effectively and efficiently with support from SLT.
Teaching
· To provide ad hoc, emergency teaching cover, in the absence of a class teacher. 



	Safeguarding: 
As an employee of The Collective Community Trust you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Equality Diversity and Inclusion:
The Collective Community Trust is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
Health and Safety:
The post holder is responsible for Employees Duties as specified with the School’s Health and Safety Policies.
Health and Wellbeing:
As an employee of The Collective Community Trust you should contribute to a culture that values and supports the physical and emotional wellbeing of yourself and your colleagues.

Any other duties deemed reasonable, as directed by the Headteacher. The specific nature and balance of these responsibilities will vary according to the needs of the school. It will be necessary to specify the curriculum and subject / aspect co- ordination responsibilities / teaching commitment to be undertaken by the post holder.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (See paragraph 203 of Supplemental Conditions of Service)




Signed: (post holder)
Signed: (headteacher)
Date:
4
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