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[bookmark: _Hlk118984868]ATTENDANCE AND FAMILY SUPPORT WORKER
Grade F Point 6-7 (£25,989 - £26,403)
37 hours per week, 40 weeks per year
8-4pm, Monday-Friday (One 3.30pm finish a week)
£22,912 - £23,277 (actual salary)

Reports To: Assistant Headteacher 
Liaises With: Key Stage AHT’s, Pastoral Leaders, Safeguarding Team, Inclusion Team, and External Agencies
Job Purpose
To work collaboratively with Key Stage Pastoral Leaders and support the Assistant Headteacher’s in managing all aspects of school attendance and related administration. The role focuses on early intervention, building strong partnerships with families—particularly those who struggle to engage or communicate with the school—and executing statutory and supportive procedures to maximise student attendance and safeguard wellbeing.
Key Responsibilities
Family Support & Engagement
· Actively reach out to parents and carers who struggle to communicate or engage with the school, building trusting, positive relationships to break down barriers to attendance.
· Conduct scheduled home visits and urgent welfare checks for absent or vulnerable students, ensuring their safety and assessing family needs.
· Facilitate meetings and supportive interventions with parents/carers when attendance concerns arise, co-creating strategies to improve student engagement.
· Work closely with identified cohorts (including Pupil Premium and vulnerable students) to provide tailored support, working towards attendance parity with the wider school population.

Referrals & Statutory Processes
· Identify students requiring alternative education provision due to health or other needs, and coordinate formal Section 19 referrals to the Local Authority.
· Take timely, decisive action by submitting referrals for persistent or irregular attendance to the Education Inclusion Partnership Team or relevant Local Authority bodies.
· Manage and process requests and referrals for unauthorised term-time absences, including fixed penalty notice procedures where appropriate.
Safeguarding & Attendance Integration
· Ensure all attendance interventions and processes strictly align with the principles of Keeping Children Safe in Education (KCSIE) and the Department for Education’s Working Together to Improve School Attendance guidance.
· Recognise poor, irregular, or declining attendance as a potential indicator of wider safeguarding or welfare concerns (including neglect, exploitation, or mental health issues) and respond in accordance with school safeguarding policies.
· Work closely with the Designated Safeguarding Lead (DSL) and safeguarding team to share information rapidly, ensuring a joined-up approach for Children in Need (CiN), those with a Child Protection (CP) plan, or Children in Care.
· Identify and action procedures for students at risk of becoming Children Missing Education (CME), ensuring swift reporting to the Local Authority when thresholds are met.
Attendance Systems & Data Administration
· Manage the operational aspects of the school’s attendance tracking systems and internal processes using school MIS software (e.g., Go4Schools, SIMS).
· Receive and accurately record student absence and lateness information via telephone, email, or face-to-face communications, applying the correct statutory absence codes.
· Ensure manual or paper registers are promptly and accurately entered into the MIS for any teaching groups unable to register electronically.
· Contact Alternative Provision Providers daily to verify and log the attendance of off-site students, updating relevant Pastoral Teams immediately.
· Strictly follow school attendance procedures and oversee the timely dispatch of standard attendance letters to parents/carers.
· To prepare the Targeted Support Meeting data for the meetings held with the Local Authority on a termly basis. 
Monitoring, Collaboration & Reporting
· Liaise daily with Pastoral Teams, the Safeguarding Team, and the Inclusion Team regarding vulnerable and Pupil Premium student absences to identify prompt support strategies.
· Collate, maintain, and update attendance data weekly for identified target groups on the appropriate platform.
· Analyse data and share comprehensive weekly reports with the Senior Leadership Team (SLT) regarding Pupil Premium and vulnerable cohorts to highlight unexplained absences or negative trends. These reports will put a focus on students that are at risk of persistent absenteeism. 
Person Specification: 
	Criteria
	Essential 
	Desirable 

	Interpersonal & Communication Skills
	Exceptional interpersonal skills with a proven ability to build trust and engage empathetically with hard-to-reach families.
Ability to remain calm, professional, and defuse challenging or confrontational situations effectively.
	Experience in working with disengaged families.

	Experience
	Confidence and resilience in conducting autonomous home visits safely and professionally.
Strong understanding of safeguarding principles and the ability to manage welfare concerns in line with school policy.
	

	Administration & Data Analysis
	Strong administrative skills with a keen eye for detail.
Ability to interpret and analyse attendance data to spot trends, anomalies, and areas for intervention.
	Direct, hands-on proficiency with specific school management software, notably Go4Schools and SIMS.

	Collaboration & Multi-Agency Working
	A proven ability to work dynamically and transparently across internal school teams (including Pastoral, Safeguarding, and SEND).
	Established experience liaising with external agencies (e.g., Local Authority Attendance Teams, Social Care, and alternative education providers).
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