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Appointment of

Cluster Attendance Leader

G08 Point 36 FTE

November 2017

Applications are invited for the post of

Cluster Attendance Leader

School: 

Ysgol Emrys ap Iwan Cluster of Schools 

(Namely Ysgol St Elfod; Ysgol Glan Gele; Ysgol Maes Owen; 

Ysgol Y Foryd; Ysgol St George; Ysgol Llanfair TH)

Salary Range: 
G08 Pt 36 

Hours:

37 hours per week – Term Time Only plus 10 additional days. 

Full Time Salary:
£31,601.00 

Actual Salary:
£27,754.19

Reports to:

Headteachers Management Group


Ysgol Emrys ap Iwan Cluster of Schools wishes to appoint an enthusiastic, committed and inspirational individual to join our highly supportive team of non-teaching staff.  

Main purposes of the job: 

1.
Job Purpose:

· To contribute to raising achievement by improving school attendance

· To provide a specialist service to assist the schools in meeting their obligations and targets in relation to school attendance, especially persistent absence.

· To promote positive attitudes by pupils / students and families towards education and to ensure that parents are made fully aware of their statutory responsibilities.

· To make unsupervised contact with families in their own homes and elsewhere to assess the reasons impacting on the attendance of individual students, facilitating their return or access to regular full time education provision.

· To establish and develop a professional service to support the school in raising attendance, investigating persistent absences and improving punctuality.

· To deliver cross cluster parenting courses for identified cohort of parents across the cluster.

For further information please contact: 
Ms M E Kelly: staff.mek@emrysapiwan.conwy.sch.uk
Completed application form and letter should be addressed to Mr L Cummins, Headteacher and the closing date for applications is midday on Wednesday, 29 November 2017. Interviews to take place the week beginning Monday, 4 December 2017.

Ysgol Emrys ap Iwan is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. We are an Equal Opportunities employer. The successful applicant will be required to provide an enhanced DBS disclosure.
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2.
Main Responsibilities and Tasks:

· To advise the school on strategies to promote the regular and punctual attendance of all students and assist with the implementation of the strategies.

· Meet with school staff, students and parents to identify individual problems and possible solutions.

· To make unsupervised contact with families in response to allocated referrals i.e. home visits and /or meetings in school.

· To establish the reason for non-attendance, make assessments and agree a plan for facilitating a return to school using appropriate strategies within specified timescales.

· To initiate appropriate legal action with Education Welfare Service (EWS) to ensure the school is carrying out its statutory responsibility in respect of students. This will include preparing statements, attending and presenting evidence or request the issuing of penalty notice fines or other legal sanctions.

· To be fully aware of and carry out all work in line with Child Protection Procedures.  This may involve attending case conferences, strategy and planning meetings as well as core groups or other meetings in relation to child protection cases that require input with the direction of each schools DSP.

· To liaise and work with other members of EWS as well as other professionals in police, Social Services, Housing , Health and any other statutory and voluntary organisations.

· To keep clear and concise records of all consultations and to write any other reports i.e. annual action plan and summaries, as required for the schools.

· To use IT systems to produce reports, often to tight timescales, using word processing and record information including statistical data, providing reports to senior managers and other professionals.

· To manage and prioritise your own workload in line with service requirements.

· To acquire and maintain a working knowledge of the statutory framework relating to school attendance, child employment, child protection and special needs in order to be able to offer informed advice to parents, school staff, governors and others.

· To support Senior Leaders in advising the school on all matters relating to attendance and where necessary take the lead role in developing work processes to improve school attendance and cross cluster working. 

· To work on initiatives which raise the awareness of school staff, parents and the community on the importance of school attendance.

GENERAL REQUIREMENTS

· Adaptable, imaginative, creative and flexible in approach to the work

· Self-motivating and the ability to identify your own training needs and a willingness to attend relevant training courses or other training

· Prepared to attend meetings outside of office hours

· Promote and safeguard the welfare of children, young and vulnerable people that you are responsible for or come into contact with.

· To comply with individual responsibilities, in accordance with the role, for health and safety in the workplace.

· Ensure that all duties and services provided are in accordance with the School’s

· Equal Opportunities Policy.

· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

· To ensure compliance of Data Protection at all times.

· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Line Manager to carry out appropriate duties within the context of the job, skills and grade.

	Attributes 
	Essential 
	Desirable 
	How Identified

	Relevant Experience 
	Considerable experience of working in one or more of;

· Working with Children, Young People and Families

· Teacher with Pastoral experience or work in a comparable profession.

· Education Welfare Work

· Social Work

· Working in an Education setting. 

Experience of face to face work with children / young people and their families.

Experience of maintaining accurate records and demonstrating the effect of your work. 

Experience of working closely with a range of agencies 

Experience of working with schools/educational settings
	Having worked with vulnerable pupils and their families. 

Having undertaken home visits with vulnerable pupils and their families. 
	Application Form

Interview

References 

	Education and Training 
	Attainment of GCSE grade C or above in English and mathematics (or able to demonstrate equivalent numeracy and literacy skills to a level 2 standards of education.

To be willing to undertake further training to support professional development in all aspects of the role. 


	Dip SW or CQSW 

Education degree / diploma level

Teaching Qualification

Youth and Community Qualification

Training related to any of the following areas

· Child and Adolescent Mental Health

· Substance Misuse

· Youth Offending

· Parenting courses

· Child sexual exploitation


	Application Form 

Interviews 

References 



	Specialist knowledge and skills. 
	Education Legislation particularly in relation to attendance.

An understanding of safeguarding. 

An understanding of multi-agency working and the need to work collaboratively with other professionals. 

Ability to liaise with the Headteacher and / or Senior Staff. 

Practical skills relating to planning and implementing individual attendance programmes. 
	Knowledge of local specialist services to support families.

ICT Skills including SIMS. 
	Application Form 

Interviews 

References 



	Personal Attributes 
	Patience, compassion, diplomacy and sensitivity 

Enthusiasm to work with and make a difference to young people’s lives
	
	

	Any additional factors 
	Ability to communicate with a variety of people

Meet deadlines whilst working under pressure

Ability to travel in accordance with the requirements of the post.

Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people.

Self-motivated and able to work constructively as part of a team

Ability to relate well to all children and adults

A clear understanding of strategies that can support families to improve attendance at school and punctuality to school.

Ability to work to deadlines and a methodical approach to work
	
	Application Form 

Interviews 

References 




Safeguarding Children

We are committed to the safeguarding and promotion of the welfare of children. In this light, we would like to draw the following matters to your attention: 

1. All appointments are made subject to: 

a. An enhanced DBS disclosure; 

b. Checks of professional status (GTCW; QTS etc.); 

c. Confirmation of professional qualifications; 

d. Receipt of strong references (if not received by the time of interview); and 

e. Medical clearance 

2. We only accept applications completed on the Ysgol Emrys ap Iwan or Conwy application form with a covering letter. Please do not send CVs or open testimonials. More detail about the content of applications is provided in this pack. 

3. Please ensure that application form is completed in full. In particular, you must ensure that a full work history is provided and that any gaps in your employment are fully explained. 

4. The referees cited in your application form must include your employer from the last occasion in which you worked with children. If your last employment was in a school, we would expect a reference from the Headteacher and/or Deputy/Assistant Headteacher. 

5. When seeking references, we will request information about your suitability to work with children. 

6. If you are shortlisted, any anomalies in your application will be discussed with you at interview. 

We encourage you to pay close attention to these matters so that your application is not excluded unnecessarily.
POST: Cluster Attendance Leader

PROCEDURE FOR APPLICATION

If you wish to be considered for this vacancy you should complete the application form, giving the names and addresses of two referees, and submit a concise letter of application. This should be typed or word-processed and should include the following information: 

1. A brief outline of what you have achieved in your present post 

2. A statement about why you want this job. 

3. An indication of the strengths and expertise you could offer the school. 

All points should address the detail in the person specification and other points made within the information sent to candidates.

Candidates are kindly requested not to submit a CV instead of the application form. Additional sheets may be attached to the back of the application form if there is insufficient space. 

Completed applications should be returned to Mr Lee Cummins (Headteacher), to arrive no later than midday on Wednesday, 29 November 2017. Please ensure that you put the correct postage on the envelope as this could result in your application not being considered due to late arrival.  Please note that we will only consider applications submitted on the school’s application form. 

Interviews will take place during the week commencing Monday 4 December 2017. If you have not heard from us by the end of Friday, 8 December 2017, regretfully you must assume that your application has been unsuccessful on this occasion, in which case the Governors would like to thank you for your time and your interest in the school.

Please note that we are happy to arrange informal visits for prospective candidates before short-listing has taken place, also if you wish to have an informal discussion about the post in advance of your application, or if you require any further details, please contact Ms M E Kelly, Administration Manager.

Tel: 01745 832287 
Fax:  01745 826268

E-mail: staff.mek@emrysapiwan.conwy.sch.uk
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