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School Advert
JOB TITLE: Attendance and Well-Being Officer
LOCATION: Eastbury Community School

CONTRACT TYPE: 35 hours per week term time only
CONTRACT TERM: Permanent 
START DATE:  ASAP
CLOSING DATE:  25 February 2024
INTERVIEWS:   6 March 2024
SALARY SCALE:  Scale 6  £27,936 - £28,812 (Actual Salary)
About Our School:

This is an excellent opportunity for a committed and innovative individual, in a successful, well ordered, and inclusive 3-19 all through school.  We are at the heart of an ethnically diverse community in London East, an area undergoing significant regeneration and building affordable homes.  We are a successful school, where academic outcomes and character development are at the heart of everything we do. We believe our students can achieve and give them the opportunities to realise their potential.   We have just celebrated excellent results in our return to public examinations, with many pupils achieving top grades at both GCSE and A level.
We foster a collaborative culture where talented individuals are empowered to produce their best work in brand new purpose built accommodation.

Find out more about a career at ECS here: Join Our Community
About The Role:

We are seeking an Attendance and Well-being officer to support the attendance team and lead on reducing persistent absence through all phases within the school.  This work will support the attendance team in the school through working with students and families to promote positive attendance to school as well as to complete home visits as a means to improve student engagement and outcomes. 

The successful candidate will:

· Be a dedicated team player who is committed to the happiness, well-being, self-esteem and progress of everyone at the school
· Be able to support the health and well-being of pupils thus enabling them to have a positive learning experience

· Work with staff in supporting pupils pastorally and demonstrate passion and enthusiasm
· Be able to and willing to make contributions to the wider school community

How To Apply:

For full details of the post and an application form, please visit the school website www.eastbury.bardaglea.org.uk and return the application form to the Headteacher’s PA, Karen Dunnell kdunnell@eastbury.bardaglea.org.uk.

Eastbury Community School is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks including enhanced DBS checks. CVs are not acceptable and will not be considered.

Attendance and Well-Being Officer Overview

Pastoral care is immensely important and Eastbury.  Strong support structures for the well-being of pupils foster better learning outcomes for pupils.  The attendance and well-being officer would be joining an established team of staff, providing emotional support, as a means to improve pupil attendance and access to learning.  
Applicant Information

· All applications will be seriously considered. 
· The appointment is for a person who is organised, has an excellent knowledge and understanding of how to address non-attendance/persistent absence challenges.
· The appointed person would be working closely with the attendance and safeguarding team as well as Year Co-ordinators and external professionals from Health Services to ensure that appropriate support is provided for all pupils.

· The person appointed will be expected to work well within a team, have a good sense of humour, and be a reflective practitioner who looks to improve their own practice.


Job Description

	Post Title:
	Attendance and Well-Being Officer 3-19

	
	

	School Context 
	Eastbury Community School (ECS) is an All-through school for pupils aged 3 -19 in the London Borough of Barking & Dagenham (LBBD).  

	Department Context 
	The Attendance team is currently composed of 1 member of staff in Primary phase, 4 in Secondary phase and 1 in Sixth form. This team works alongside the safeguarding team, Year Co-ordinators and SLT to ensure positive attendance and that pupils receive quality pastoral support.

	Purpose:

Attendance / Punctuality Duties & Responsibilities


	Under the direction of the SLT Lead for attendance, to manage attendance/punctuality & persistent absence concerns at Eastbury Community all through school (3-19). This will include contributing to the school’s Safeguarding Team through welfare visits of persistent absentees as a means to support improved attendance.
· To contribute to the school meeting its statutory obligations and targets with regard to school attendance/punctuality.

· To monitor and support the attendance of pupils though managing the school’s caseload of persistent absence and non-attendees across the school, all-through (3-19) and to assist and participate in the development and review of school attendance/punctuality policies and evaluate their operation and effectiveness.

· To encourage, enable and, where necessary, enforce the school attendance procedures of all children of school age, working with the wider family, community and external agencies.

· To promote the welfare, mental wellbeing, appropriate development and protection of children and young people.

· To liaise with outside agencies and the running of early help interventions, formally CAF’s and TAF’s.

· To act on behalf of Eastbury Community School in carrying out the provisions of relevant of attendance and punctuality legislation. Completing paperwork for court proceedings, ensuring that a stepped approach to attempting to improve attendance has been completed.  This will also include completing regular home visits.

· To contribute to raising achievement in all year groups by improving attendance/punctuality at school.

· To contribute to a programme of regular monitoring of the school’s attendance/punctuality rates, take steps to secure the regular attendance of students.

· To liaise with and bring areas of concern to the attention of the member of Senior Leadership Team who has the responsibility of addressing attendance and punctuality.

· To plan and undertake task centred casework with children and their families to bring about improved school attendance.  This will necessitate considering factors within and beyond the immediate educational environment, and signposting additional services required.

· To make unaccompanied visits to students and/or parents at their homes (if necessary outside normal working hours) to formulate strategies and plans with the objective of securing improved attendance.

· To line manage the school’s well-being mentor, ensuring that programmes of support are in place for both 1:1 and small group intervention to support improved well-being and attendance.

· To review the effectiveness of support programmes regularly, updating the SLT team and school governors.

· To work alongside the attendance teams in all phases having oversight of pupils who are persistent absentees and oversight of pupils who are at risk of becoming a persistent absence.

· To attend and contribute to weekly vulnerable pupil meetings, supporting the safeguarding of pupils and families and to be prepared to update on specific cases regularly.

· To attend, when required, professionals’ meetings (safeguarding) in order to ensure contextual safeguarding in considered for all pupils with poor attendance.

· Under the direction of the SLT Attendance lead to prepare documents, using the LA framework in relation to Fixed Penalty Notices (irregular school attendance) on behalf of the School.

· Under the direction of the SLT Attendance Lead, to prepare documents using the LA framework, for Court on behalf of the School/LA.

· To attend all local authority training and updates relevant to attendance and punctuality.

· To liaise with primary schools to enable early identification of students with a history of poor attendance/punctuality to enable intervention work to be started prior to the transition.

· To contribute to the analysis of attendance data for the Governors report on a termly basis.



	
	

	Reporting to:
	Deputy Headteacher; The Inclusion Lead; Post-holders in the department

	
	

	Responsible for:
	The provision of a support for pupils with attendance concerns.

	
	

	Liaising with:
	Staff and students, parents, outside agencies, local authority.



	
	

	Working Time:
	35 hours per week

	
	

	Salary/Grade:
	Scale 6

	
	

	Disclosure level
	Enhanced

	
	

	Proposed Other Specific Duties:

	General Responsibilities and Duties:

· To ensure that all work undertaken with children and young people places their views at the forefront, and reflects current legislation and good practice

· To be a nominated First Aider (training given if required).

· Assist with the implementation of Health and Safety/Fire warden duties as appropriate.

· Be available to assist with personal and medical care for disabled students across the school when required (training available).

General responsibilities and duties- Attendance/punctuality

· To provide direct support and input to whole school attendance/punctuality policy and systems.

· To contribute to the schools’ analysis of attendance/punctuality data in order to achieve improvements and individual school attendance/punctuality targets.

· To prepare and present written updates and reports on the analysis of attendance/punctuality and Child protection for the school community, including to the Senior Leadership Team and the school Governors on a termly basis. 

· To maintain accurate, concise and comprehensive case records including the use if ICT and various software packages.

· To participate in planning and review meetings regarding school attendance, having contributed to making the decision to proceed using professional judgement.

· To contribute to the design programmes of intervention and to assist with the preparation and enforcement of Education Supervision Orders and to fulfil the duties required by the supervising officer in relation to Education Supervision Orders.

· To act on behalf of the school in contributing to the presentation of cases to Magistrates, Family Proceedings Courts and the High Court if required.

· To contribute to, make recommendations and participate in decisions regarding the implementation of court proceedings.

· To participate in joint initiatives on attendance/punctuality, including working with outside agencies such as the Police.

        Whole School responsibilities

· To maintain receipts and documentation of any expenditure in order to facilitate the monitoring of the budget.

· Be available to assist with personal and medical care for disabled students across the year group when required (training available).

· To ensure compliance with and actively promote Health & Safety at Work Legislation, School and Council Health & Safety policies and procedures.

· To ensure compliance with and actively promote the School and Council’s Equalities and Diversity policies and strategies,

· To take a proactive approach towards the School’s ‘Best Value’ ethos and ensure compliance with appropriate legislation, School and Council policies and the Council’s Standing Orders and Financial Regulations.

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

· Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

· Comply with the Data Protection Act 1990 and GDPR 2018.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.



	

	This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title




Headteacher: …………………………………………………

Attendance and Well Being Officer   : ………………………………………………………

Date issued: …………………………………………………. 

	Person Specification Attendance and Well-Being Officer
We are seeking to appoint an effective colleague who:
	Assessment:

A = Application

IT = Interview task

I = Interview

R = Reference

	1. is passionate about pupil attendance and pastoral care and is well qualified 
2. is hardworking, well-motivated and positive
3. has the ability to provide support effectively as a means to improve pupil attendance 3-19.
4. can communicate effectively with pupils
5. is competent with the use of IT / school network systems
6. is committed to collaborative planning
7. delivers well-structured support plans for improved attendance
8. has appropriate and demanding expectations for pupils’ attendance across the age and ability range 

9. communicates effectively with parents
10. understands the need to take responsibility for their own professional development
11. conducts effective working relationships with staff, parents / carers & pupils
12. understands the need to look after resources and use them effectively
13. has high standards and expectations of self and others
14. supports a collegiate management style
15. has a sense of humour

	1. A,IT,I,R

2. A,I,R

3. IT,I,R

4. IT,R
5. A,IT, I, R
6. I,R

7. A,IT,I,R

8. A,I,R

9. A,I,R

10. A,I,R

11. A,I,R

12. A,I,R

13. A,IR

14. A,I,R

15. A,I
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