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PUPIL REFERRAL UNITS AT LAWNSWOOD CAMPUS
JOB DESCRIPTION

Post Designation:

Attendance Officer

Salary:


Grade 6

Responsible to:

Executive Headteacher & Head of Centre

Location:
With the agreement to work across all of the Lawnswood Campus PRUs as required.

Car Allowance:

Casual Users

Condition of Appointment:
Support Staff

Politically Restricted:
No

KEY ACCOUNTABILITIES

· To represent Lawnswood Campus PRUs in discharging their statutory duties for ensuring that children of compulsory school age are properly educated

· To work with designated schools and the PRUs to help fulfil their responsibilities for recording, promoting and raising attendance in line with national, local and individual targets 

· To work with Community and Area Based EWOs and other designated members of MAST teams to ensure the best outcomes for children

· To carry out inter-agency procedures for the safeguarding and promoting of children’s welfare arising from s.11 Children Act 2004 and s.175 Education Act 2002 and to support schools and PRUs in the discharge of their companion duty

PERSONAL AND PROFESSIONAL CONDUCT 

A member of staff employed within the PRUs is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct. Staff should uphold these by: 

· Treating everyone with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a professional position

· Having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions

· Showing tolerance of and respect for the rights of others

· Not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs

· Ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.

Staff must have proper and professional regard for the ethos, policies and practices of the PRUs in which they work, and maintain high standards in their own attendance, punctuality, dress and conduct.

Staff must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.

PLANNING

· Contribute to the high quality of service delivered by PRUs as a whole through working collaboratively and supportively with all senior staff, and other colleagues in PRUs

· Fulfil wider professional responsibilities by making a positive contribution to the wider life and ethos of the PRUs

· Advise the school and PRUs on appropriate registration practices, recording of attendance data, including the setting of targets, in conjunction with the Area/Community EWOs

· Work with staff in designated schools (and any others as agreed by the Executive Head Teacher /Head of Centre) on an agreed basis to discuss children whose attendance/welfare is causing concern, to give advice and receive appropriate referrals

ORGANISATION

· Organise work of self to meet quality standards

· Organise work of self to ensure deadlines are met

· Organise time between Centres

· Attend CPD as required by all staff and that is specific to this role 

· Actively engage in a programme of professional development and                performance review as required  

· Assist with examination supervision if required

· Assist with the supervision of pupils out of lesson times, including before and after school, lunchtime and breaks and accompany teaching staff and pupils on visits, trips and out of school activities as required and take responsibility for a group under the supervision of the teacher.

· Transport pupils to various venues as required including a willingness to travel between venues to attend meetings/attendance on courses.

RESPONSIBILITIES

· To undertake any necessary casework arising from the poor attendance of students.  
· To facilitate the escalation process in line with Local Authority guidelines and complete any referrals relating to this in line with Section 444 of the Education Act.

· To complete letters, home visits, attendance meetings with parents/carers and any other internal problem-solving interventions.

· To complete Early Help Assessments relevant to poor attendance or input into existing Early Help, Child in Need or Child Protection case. 

· Participate in inter-agency children in need and child protection procedures as required, including attending case meetings, use of the Early Help Assessment Framework , Safeguarding Conferences and Core Groups 

· Liaise with external agencies.
· Regularly update the school of dual registered students on their attendance and any concerns/action being taken.  

· Access the IRIS system and log any relevant communication from parents and Lawnswood Campus staff.  

· Regularly meet with Education Welfare Officer linked to Lawnswood Campus and instruct them of additional support needed for individual students.  

· Support Senior Leaders with completing, logging and issuing to the Local Authority Specialised Personalised Learning Programme (SPLP) paperwork for any relevant students.  
· Prioritise casework to improve the attendance of Persistent Absentees. 

· Act as a Lead Professional when required, coordinating the activity of other colleagues to ensure a high quality of collaborative work with children and their families

· Participate in initiatives such as attendance incentive schemes and Awards schemes as required. To develop programmes to actively support carers and parents in their role

· Communicate effectively and work collaboratively with parents and other professionals with regard to pupils’ achievements, attendance and well-being. 

· To comply with the Positive Behaviour and Restraint Policies so that effective learning can take place.

· To take part in Restraint Training and appropriately use and record restraint as agreed in the Restraint Policy.

ADMINISTRATION

· Convene formal meetings with parents to discuss individual children where statutory attendance enforcement is being considered, issue appropriate warnings and Notices, liaising with the Local Authority EWO/Court Officer and attending court when required

· Assist in preparing cases for Penalty Notices and parental prosecutions in response to unauthorised absence, under the supervision of the Local Authority
· Ensure that all interventions are recorded in accordance with standard procedures, both on paper and on computerised systems.  
· Ensure regular updates of the Sims system are completed and all documentation is uploaded relevant to the individual students attendance.  

· Follow agreed procedures for recording casework, reporting sickness, mileage claims etc. in line with the expectations of all staff

· Attend and contribute to the Attendance Officers Team meetings every two weeks.

· Support the attendance for young people on Gold Outreach, The Hub, Complementary Provision and STARNet.

· Ensure the attendance for new starters is input on TREAMS for the annual Value Added data.

· Prepare Monthly Attendance Spotlight posters.

· Set up Spotlight  Attendance meetings with families and the Leadership Team.

KNOWLEDGE/SKILLS/QUALIFICATIONS

· Very good numeracy/literacy skills at least equivalent to Level 2 

· NVQ 3 or equivalent qualifications or experience relevant to the post

· Training in the relevant learning strategies e.g. literacy.

· Good analytical skills

· Good communication skills

· Good ICT skills

· Experience in relevant discipline.

· Extensive experience of having carried out an Attendance Officer role or an equivalent post

· Knowledge of attendance legislation and evidence of having used this within current/previous role

· Effective use of ICT to support learning.

· Ability to plan and develop systems.

· Understanding of relevant policies/codes of practice and awareness of relevant legislation.

· General understanding of national/foundation stage curriculum and other basic learning programmes/strategies including a basic understanding of child development and learning.

· Ability to self-evaluate learning needs and actively seek learning opportunities and undertake further relevant professional qualifications

· Ability to relate well to children and adults.

· Work constructively as part of a team, understanding Centre roles and responsibilities and your own position within these.

This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed periodically to ensure it remains appropriate for the role.

The postholder must also undertake other duties within his/her competence or otherwise appropriate to the grading of the post as required.

The postholder must comply with both the Council’s Equal Opportunities Policy and Health & Safety Policy.
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PERSON SPECIFICATION - ATTENDANCE OFFICER

Please note: The person Specification is a picture of the education, knowledge, skills and experience to carry out the job. The successful candidate must satisfy all of the essential criteria. Short listing will be on the basis of the criteria indicated by the 

     ‘Application Form’ in the Evidence column.
	Requirements
	Essential
	Desirable
	Evidence

	Qualifications/Education
	
	
	

	GCSE maths & English grade A*-C or level 2 or above of the National Qualification Framework (NQF)
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	Application Form/Certificates

	Teaching Assistant level 3 or equivalent 
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	Application Form/Certificates

	Qualifications linked to SEN
	
	
	Application Form/Certificates

	ICT qualifications/Skills
	

	
	Application Form/Certificates

	Professional Development/Experience
	
	
	

	Minimum of 3 years in a school setting managing attendance based systems
	
	
	Application Form/Interview

	Evidence of having taken advantage of training opportunities and implementing programmes appropriately as required
	
	
	Application Form/Interview

	Evidence of working strategically with stakeholders


	

	
	Application Form

	Knowledge/Skills
	
	
	

	Extensive evidence of management/development of school attendance
	
	
	Application Form

	Excellent organisational skills, recording and time management skills and knowledge of SIMs
	

	
	Application Form



	Professional integrity to recognise issues of confidentiality
	

	
	Interview

	Evidence of producing reports for managers
	

	
	Application form/Interview

	Experience of involvement in managing parental support programmes and EHA process
	
	
	Application form/Interview

	Ability to communicate well with others
	

	
	Interview

	Personal Qualities
	
	
	

	Empathy with children/parents who are experiencing difficulties
	
	
	Interview

	Ability to prioritise and work on own initiative
	

	
	Interview

	Flexible approach to people and situations
	

	
	Interview

	A keenness for further professional development
	

	
	Interview

	Interests/Motivation relevant to the post
	
	
	

	Willingness to work in close partnership with staff, parents and other professionals
	
	
	Interview

	Interests other than education
	

	
	Interview

	Ability to contribute to extra-curricular activities
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	Interview

	Commitment
	
	
	

	Commitment to the Centre, student and parents
	

	
	Interview

	Commitment to the Centres equal opportunities and a willingness to promote spiritual, social, moral and cultural development.
	

	
	Interview

	Other
	
	
	

	Current driving licence and use of a vehicle on a planned and regular basis
	
	
	Application Form/Certificates
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