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JOB DESCRIPTION

	Job Title:
	Attendance and Alternative Provision Manager

	Salary Grade:
	G SCP 18 - 23

	Terms
	37 hours per week, 43 work weeks per year
(term time, INSET days plus 4 weeks in school hols)

	Responsible to:
	Assistant Headteachers responsible for Attendance and Inclusion 


Main Job Purpose

1. To drive an effective attendance strategy across the school. 
2. To coordinate alternative provision, tailored to meet the needs of identified students, using both in-house and external providers; maintaining a full overview of such provision and keeping leaders fully informed of student progress and the impact of such adjustments.
3. To oversee the provision for inclusion through line management of key staff

4. To both deliver and coordinate English and Maths support for students identified as needing catch-up support
Main Responsibilities and Duties

The following is not a comprehensive definition of the post. Post holders are expected to undertake work that comes within the remit of the post’s primary objective. The job description will be kept under review and may be changed at any time following consultation with the post holder.

The Attendance and Alternative Provision Manager (AAP) is a member of a multi-disciplinary team working under the supervision and general direction of the Assistant Headteachers (AHT) responsible for attendance, engagement and inclusion.

They will:  

·  Under the direction of, and working with the AHT; and working with the Attendance Officer, to implement the agreed attendance strategy for the current year, refining as needed, in order to show clear and increasing impact in improving attendance and time-keeping, and reducing levels of persistent absence.

·  In agreement with the AHT, and observing all necessary safeguarding requirements, to undertake home-visits if necessary, as part of the agreed attendance strategy. 
· In collaboration with BCP, prepare and advance such legal proceedings as may be needed in securing acceptable levels of attendance in collaboration with other agencies.
·   Facilitate workshops and provision, during identified holiday periods, to provide a range of support such as parenting groups, and sustaining engagement for students who may be vulnerable to disengaging with learning. This includes students in Year 6, on the approach to St Edward’s, who may currently have, or have had historic attendance concerns.
·  In accordance with the arrangements made by the Head teacher, and working with the AHT, construct effective programmes to ensure that the curriculum is tailored to meet the identified needs of individual students in years 7-11. This may require adjustments ranging from 1 lesson to fully adjusted individual timetables.
· Work with the Catch-Up teacher, subject leaders for English and Maths, and also the SENCO, to provide 1-1 and small group support for students for whom there is a significant learning gap, or who are not keeping up with progress in literacy and mathematics.
· Ensure that Directors of Learning, and other members of academic and pastoral provision are enabled to maintain an effective overview of students’ individual attendance and educational provision.
· Work with the Careers Advisor, and other agencies, to ensure that any alternative provision is in line with known student aspirations, enabling clear pathways to be made for their next steps beyond St Edward’s.
· Assist teachers in making smooth transitions for students who are accessing, or returning from alternative provision; and review the reintegration of such students at regular intervals; taking such further action as necessary.
· Monitor, and provide detailed verbal and written feedback on identified students’ attendance and behaviour; and progress and responses to learning activities as required.

· Maintain oversight of the impact of any adjustments made to individual student curricula, taking such action as necessary to ensure that it fully meets their needs.
· Liaise with parents over matters relating to attendance and alternative provision in collaboration with attendance officer.
· With the AHT, lead the planning of opportunities for students to learn in out-of-school contexts in line with school policies and procedures. 

· Prepare contributions to reports to Governors, so that they can effectively monitor the impact of attendance and AP strategies.
Support of the student:
· Be aware of and support difference and ensure that all students have equal access to 
opportunities to learn and develop. 

· Promote and support the inclusion of all students, including those with specific needs, both in learning activities and within the classroom. 

· Use behaviour management strategies, in line with the school’s policy and procedures, to contribute to a purposeful learning environment and encourage students to interact and work co-operatively with others.
· Promote and reinforce students’ self-esteem and independence and employ strategies to recognise and reward achievement of self-reliance. 

· Support the role of parents and carers in students’ learning and contribute to/lead meetings with parents and carers to provide constructive feedback on student progress in attendance and engagement, achievement and behaviour, maintaining sensitivity and confidentiality at all times. 

· Monitor and observe students’ participation and progress and provide constructive feedback to students in relation to their progress and achievement. 

· To advise on the appropriate use of specialist teaching aids, equipment, materials   and other resources.
· Provide/Coordinate activities and opportunities that retain student and family engagement during periods of school closure, such as holidays.

Support of the teacher:

· Communicate and collaborate with Form Tutors regarding adjustments made to tutees’ timetables, and any strategy regarding attendance and engagement.
· Work especially with identified departments where there is a particular need to improve outcomes for SEND students, or students who are MSP, LAC etc.
· Assist in maintaining and analysing records of students’ progress. 

· Support the teaching staff with reporting students’ progress and achievements at parents’ meetings which are usually held outside school hours. 
Support of the curriculum:
· Understand, and take account of, the “ordinary” curricular provision offered by the school, and the impacts of any adjustments on student outcomes, and school performance, such as Progress 8.

· Understand the key factors which affect the way pupils learn.

Support of school:
· Support the school’s policies relating to managing diversity and inclusion, and promoting positive attitudes, values and behaviour, taking especial account of the school’s Church status, and Christian ethos.
· Maintain successful relationships by treating pupils consistently with respect and consideration.

· Use a range of strategies to provide a purposeful learning provision, and promoting good behaviour and engagement.

· Understand and implement all school policies and procedures, including Health and Safety policies.

· Where appropriate, guide the work of other adults who are supporting teaching and learning.

· Carrying out any other duties, which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined.

Support personal development:
· To participate in performance management programme or undertake appropriate training.

· Building on and developing prior specialist knowledge and experience.

· Seeking help and advice as appropriate.

· Seeking to improve practice via observation and discussion with colleagues.

· Using common ICT tools to develop the post holder’s own learning.

Generally: 

· Support the school’s fire and emergency procedures by being familiar with the instructions for staff and children, located in all of the teaching areas, and take appropriate action should the need arise.

· Retain the confidentiality of all aspects of school life.

· Comply with all decisions, policies and standing orders of the school and the Borough of Poole; comply with any relevant statutory requirements, including Equal Opportunities legislation, the Health and Safety at Work Act and the Data Protection Act.

· Have a commitment to safeguarding and promoting the welfare of children and young people in accordance with the school’s agreed procedure.
Prepared by:
HR
Date:

November 2021
PAGE  
1

