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	Job Title:


Attendance Lead and Family Support
Post Reports to:                Headteacher
Post Responsible for:        No responsibility for staff
Hours of Work:

22.5hrs 8.30am – 1.00pm
Salary:


Scale 5 pt12 (£28,598 pro-rata


	Key Duties and Working with Parents and Pupils
· Advise the Headteacher and Governing Board on strategies to promote the regular attendance of all pupils in the school.
· Take a leading role in implementing agreed upon strategies for improving attendance.
· Understand and implement the school’s Attendance Policy alongside current DfE guidance.
· Working closely with school staff and outside professionals to ensure pupils receive the support they need.
· Support the pastoral team and Headteacher to develop targeted procedures to support pupils with lower attendance to attend school.
· Analyse school attendance data to identify trends, key areas of concern and areas for improvement.
· Develop and implement strategies to improve attendance, including whole-school initiatives and targeted interventions.


	Administration and Data Analysis
· Produce attendance reports termly to submit to the Governing Board that detail and analyse attendance data across the school.
· Produce attendance reports and detailed action plans based on the outcomes of these reports.
· Keep accurate and clear records of all interventions and consultations conducted.
· Keep up to date records of unexplained absence and any follow-up actions.
· Send out general communications to parents and pupils about attendance and handle queries.
· Collate and maintain attendance data for analysis.
· Ensure that attendance data is stored in accordance with the Data Protection Policy and take responsibility for securely erasing expired data under the leadership of the DPO.


	Safeguarding
· Understand and adhere to the school’s Child Protection and Safeguarding Policy and the DfE’s statutory guidance ‘Keeping children safe in education’.
· Ensure awareness of the statutory obligations the school has towards safeguarding pupils.
· Be aware of indicators of safeguarding and child protection concerns.
· Be vigilant as to where absence or poor punctuality could be indicative of safeguarding concerns.
· Closely monitor the attendance of pupils who are deemed vulnerable or at risk of harm.
· Collaborate with the DSL to launch and monitor interventions for vulnerable pupils who have low attendance in line with safeguarding obligations.
· Escalate safeguarding concerns about pupils to the DSL immediately.
· Work with the DSL to engage with pupils’ families where low attendance is a result of a safeguarding concern.
· Understand the limits of confidentiality, e.g. in the case of a safeguarding concern where information must be reported to the DSL or external agencies.


	Additional Duties
· Liaise with external parties, e.g. the LA and social services, where necessary.
· Keep up to date with necessary training, e.g. safeguarding training.
· Maintain strict confidentiality where appropriate.




