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DROYLSDEN

Academy




	Job Description – Attendance and Family Liaison Officer


	

	Post -


ATTENDANCE & FAMILY LIAISON OFFICER
Scale -


Grade E (Points 19 – 23)
Hours -


36 hours per week – Term Time Only
Line-managed by:          Attendance Leader;  Extended Schools’ & Behaviour Manager;  
                                          Senior Assistant Headteacher


	

	Main Purposes of the Job:
1. To work to the Attendance Leader on all matters within the whole school strategy for Attendance and Punctuality of students, hitting Academy and National Targets for attendance and persistent absence (for all students and the disadvantaged)
2. To manage effectively the Academy’s attendance and family liaison work
3. To promote and ensure excellent attendance, punctuality, behaviour and family liaison, with students, parents, carers and the community, by taking advantage of all available means of communication
4. To support with pastoral administration (whole-school PRIDE and PH Levels) 

	

	Roles and Responsibilities:

· Work under the supervision of the Attendance Leader and the Behaviour & Extended Schools’ Manager
· Monitor and improve attendance and punctuality, securing accurate data, looking for trends and patterns in order to ensure all students are safe and learning. 
· To ensure smooth running of the PRIDE system and PH Levels

· Support the Attendance Leader in identifying students with 94% and below attendance, assess the underlying causes of poor attendance and punctuality in individual cases and target resources by effective intervention to maximise attendance and improve punctuality
· Contact parents of students daily to fully resolve attendance, punctuality or PH Level behaviour concerns
· Visit families at home and meet them in the Academy, recording all visits, in order to resolve concerns about attendance and other welfare issues. 
· Ensure the effective resolution of poor attendance and persistent absence

· Provide analysis of trends in relation to PRIDE & PH Levels at agreed regular intervals in relation to each category and in relation to class group and teacher

· Ensure the effective resolution of Family Liaison concerns at serious misbehaviour meetings to ensure the school’s expectations on excellent behaviour are realised.

· Provide students and parents and carers with an effective Advice and Support Service as the Family Liaison Officer, ensuring much improved attendance and behaviour
· Liaise between a student’s home and Academy, involving other support agencies as appropriate, including social services, educational psychologists, the Tuition Service, and medical and counselling services
· Improve attendance and behaviour by representing the Academy at multi-agency and CAF case-conferences convened under the latest government guidance and legislation. 
· Improve attendance and behaviour in core group meetings to plan and advise on future action. Implement core group recommendations in the field of attendance and education and assist with the administration of CAF records
· Prepare cases of non-Academy attendance for the attention of the Exclusion, Behaviour and local authority panels
· Prepare and assist under section 444 of the Education Act 1996 cases of non-Academy attendance for Magistrates’ Court. Attend and give evidence in court
· Prepare and assist under section 36 of the Children Act 1989 applications for Education Supervision Orders to the Family Proceedings Court
· Maintain high standards in record keeping, phone calls, letter writing and report writing for all attendance, punctuality and behaviour provision, including  to court and multi-agency forums
· Liaise with travelling families to ensure children access and benefit from education.

· Undertake regular training in order to keep relevant areas of expertise up to date with changes in legislation and current practice
· With the Extended Schools’ and Behaviour Manager, resolve parental concerns or refusal over PH level detentions, ensuring student compliance, except in cases of specific school error (but not disagreement).
· With the Attendance Leader, have a working knowledge of the relevant legislation which has a significant influence on the functions of the Education Welfare Service. 

· Send out weekly letters updating parent and carers about behaviour points and pride points and a weekly email to the Head of Year to prompt monitoring cards/meetings with parents

· Print detention logs daily and deal with anomalies

· Make and deal with detention phone calls (following up those missed) and personalised texts regarding detentions.  
· Ensure all school events are noted that may account for apparent absence from lessons or missed detentions that are due to legitimate student activities elsewhere.

· Eradicate the occurrence of missed detentions by working with Year Managers to end the practice by following up effectively each individual case (whether through student absence or refusal)
· Inform SLT and Year Teams of the daily figure for detentions, Pride Points, attendance and on call figures, providing timely and effective resolution to any issues
· Provide Family Liaison support to school and families through Seclusion and Fixed Term Exclusion re-integration meetings, and Permanent Exclusion Meetings, where required.

· Prepare Half-Termly PRIDE certificates

· Be part of the attendance home visits team as a key player with strong results

· Provide cover to Year Managers during rare absences.

· Liaise with the Learning Support Faculty and On Board Centre where there are agreed reasonable adjustments for SEND students with regard to detentions, to ensure excellent and fair practice.

· Perform all reasonable duties as assigned by the Headteacher

Droylsden Academy is a no-smoking site.

The role will require home visits.  The post-holder will have to be in a possession of a current driving license and make use of their own car.



	

	Safeguarding

All members of staff have a duty to follow the Academy’s Child Protection and Safeguarding Policy.  Staff have a duty to remain vigilant and report immediately any concerns involving a child’s welfare.

Staff also have a duty to safeguard each other and follow the Whistleblowing Procedures should any concern arise.

	

	The job description may be reviewed at the end of each academic year or earlier if necessary.  In addition, it may be amended at any time in consultation with the post holder.  


Signed:
__________________________________________________ Date: _______________________
Post Holder – 

Signed: __________________________________________________ Date: _______________________
Headteacher – Mr Philip Wilson
February 2017

