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A member of the Tapton School Academy Trust



	
	JOB DESCRIPTION

	SCHOOL
	FORGE VALLEY SCHOOL


	POST TITLE
	Attendance & Behaviour Manager


	GRADE
	Grade 7  



	RESPONSIBLE TO
	Assistant Headteacher 

	RESPONSIBLE FOR
	Attendance and Behaviour 

	HOLIDAY AND SICKNESS COVER
	See conditions of service

	PURPOSE OF JOB
	To work alongside the Assistant Headteacher for behaviour and attendance to analyse data and implement actions in accordance with school policy




	JOB DESCRIPTION FOR POST OF:-   Attendance & Behaviour Manager 

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must, at all times, carry out his/her duties and responsibilities within the spirit of Forge Valley School Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

MAIN DUTIES AND RESPONSIBILITIES

Attendance 

1. To have a clear understanding of the link between attendance and educational outcomes of pupils and to share this information with staff
2. To check and input data related to the attendance of pupils on a daily basis.
3. To operate efficiently and effectively computer based and manual attendance systems within the school.
4. To provide timely data/reports in line with the School’s Attendance Policy for Form Tutors, Year Leaders, Attendance staff, Assistant Headteachers, Headteacher on individual pupil attendance, form attendance figures, year attendance figures and trends in attendance over time. 
5. To provide statistics, reports and returns in relation to attendance that is necessary to meet both internal and external requirements.
6. To liaise with other Administrative Assistant and to ensure the accurate maintenance of the pupil data base
7. Liaise with parents/guardians and pupils as required to discuss attendance matters in School.
8. To work closely with the community engagement and family support officer to ensure that home visits and wellbeing visits are made and properly documented
9. To coordinate and secure the process of escalation when attendance dips below 96%. This includes an effective first day response and documentation in line with the agreed escalation policy for attendance
10. To liaise with the local authority and to provide all necessary paperwork with supports the effective challenge of poor attendance
11. To attend Early Help Gateway Meetings and to provide an evidence base for pupils who are being escalated externally.
12. To maintain communication with MAST and CYT and to ensure that all tracking of actions around behaviour is recorded by behavioural admin 
Behaviour
1. To have a clear understanding of the link between good learner behaviours and educational outcomes of pupils and to share this information with pupils and parents 
2. To provide statistics, reports and returns in relation to behaviour that is necessary to meet both internal and external requirements.
3. To liaise closely with Behaviour admin, Heads of Year and SLT in ensuring that the school’s response to escalated behaviour is documented precisely and succinctly. 
4. To work with teaching assistants and Isolation staff to ensure that pupils have reflected on their actions and have taken part in SEMH programmes to improve their behaviour
5. To work closely with the community engagement and family support officer and oversee the completion of FCAFs
6. To use the agreed escalation chart as well as the Sheffield Special Educational Needs Grid to take action where behaviour is poor
7. To enlist the support of external agencies in collaboration with the Community Engagement and Family Liaison officer where required 
8. To complete MyPlan documents with children and families in close liaison with the Assistant Headteacher for Behaviour and the SENCO
9. To check and input data related to the attendance of pupils on a daily basis.
Miscellaneous duties
1.  To adhere to healthy and safe working practices and standards.
2. Provide general advice and guidance to staff, pupils and others.
3. Be aware of and comply with policies and procedures relating to child protection.
4. To be willing to undertake training and professional development as required of the post. Any other duties and responsibilities that do not change the character and purpose of this post as may be required by the Headteacher.
5. Any other duties and responsibilities appropriate to the grade and role which not change the character and purpose of the post as, maybe determined after negotiations between management, the post holder and the appropriate trade union.

6. All the above duties and responsibilities to be carried out in accordance with Tapton School Academy Trust Policies and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and health and Safety.

*Any other duties and responsibilities appropriate to the grade and role.
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	Minimum Essential Requirements
	Method of Assessment

	Skills/Knowledge
(e.g. Interview, Application form, test, assessment, etc)

	To demonstrate an up to date knowledge of strategies to improve the attendance and behaviour of all pupils, especially those who are hard to reach
	Application/references/interview

	Experience of implementing strategic plans for behaviour and attendance 
	Application/references/interview

	Experience of managing and leading groups of staff
	Application/references

	Experience of working with external agencies
	Application/references

	Proven track record of organisational ability
	Application/references

	Methodical, well organised and able to prioritise and work to deadlines
	Application/references/assessment

	Good interpersonal skills – confident communicator, able to engage constructively with young people from a variety of backgrounds
	References

	Self-motivated and able to work using own initiative
	Application/references/interview

	Experience/Qualifications/Training etc.

(if any)

	Experience of working with children and young people
	Application/references

	Experience of working with Microsoft Office
	Application/assessment

	Good all round education
	Application/interview

	Good literacy/numeracy skills
	Application/interview/references

	Experience of working as part of a team
	Application/references/interview

	Work Related Circumstances (including Working Conditions)

	Understanding of and commitment to the promotion of health and safety in the workplace
	Application/interview

	Tapton school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment
	


