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CHANTRY

Primary Academy ?



Chantry Primary Academy

JOB DESCRIPTION

	TITLE:
	Pastoral & Attendance Officer 

	
	

	RESPONSIBLE TO:
	Headteacher 

	
	

	GRADE:
	L3


     PURPOSE OF POST:

Positively engage parents/carers, children and their families in children’s learning and development so that, in partnership with schools and other agencies, children and young people are supported to achieve good levels of attendance, well-being, educational engagement and success in their learning.
ORGANISATION CHART:





PRINCIPAL RESPONSIBILITIES:

Under the direction of the Pastoral Team Coordinator/Office Manager, the Pastoral and Attendance Officer will act as a key link between the Academy, families, and external agencies to champion the wellbeing and academic success of every child. Collaborate with the core Pastoral team to deliver high-quality interventions that improve life outcomes and provide visible, positive impact for children and their families. Drive excellent attendance rates by maintaining a robust approach to pupil absence, ensuring that every child is safe, accounted for, and supported to stay in school. Build and sustain effective professional relationships with schools, pre-schools, voluntary organisations, and independent settings to ensure a seamless, multi-agency approach to meeting family needs. Act as a primary point of contact for parents, using clear and consistent communication to overcome barriers to learning and foster a culture of high expectations and regular attendance.
· Manage and maintain accurate daily records for attendance and punctuality. This includes processing absence notifications, overseeing pupil sign-in/out procedures, ensuring staff registers and other daily tasks are completed with total accuracy.

· Lead the "First Day Response" protocol by contacting parents/carers of absent pupils. Investigate all unexplained absences to ensure they are recorded in strict accordance with school policy and statutory requirements, liaising with the Leadership Team and Education Welfare Officer (EWO).

· Analyse data including pastoral, attendance and punctuality trends to produce regular and bespoke reports. This includes tracking vulnerable safeguarding and behaviour cases and achievement and rewards data for the Senior Staff, EWO, and external agencies to drive school improvement. Where patterns are identified, early intervention and support is put into place with the families/pupil using a multi-agency approach.
· Ensure attendance meeting spreadsheets/ minutes are pre populated and up to date. All absence letters and formal notifications are dispatched on time. Maintain an "up-to-the-minute" accurate picture of school attendance by making register amendments promptly. Update noticeboards, and communication with staff and parents so that attendance is every person’ responsibility.
· Closely track the attendance and punctuality of vulnerable cohorts (e.g., PP, SEND, CLA). Identify negative trends early and report concerns directly to the Leadership Team/EWO with specific, data-driven evidence. 
· Collaborate with the Pastoral Team and EWO to implement early intervention strategies. Proactively work with families to prevent attendance from falling toward "Persistent Absence" (PA), “Severely Absence (SA), Emotionally Based School Avoidance (EBSA) triggers.

· Assist the Office Manager with general admin and admissions process, acting as a welcoming point of contact for new families and coordinating school visits to ensure a smooth transition.

· Contribute to the raising of pupil/group attainment by removing barriers to learning. This involves promoting a culture of high attendance and working directly with families to address social or emotional factors impacting engagement.

· Provide targeted reassurance and emotional support to help children overcome anxiety and successfully access their learning environment. This may include mentoring with identified pupils.
· Support the delivery of family learning programmes, "Stay and Play" sessions, and adult learning initiatives within the Academy and the wider local community. Support and lead parent workshops relating to attendance specifically.
· Execute agreed actions resulting from family needs assessments, including active participation in multi-agency meetings and conducting home visits where required. 

· Complete Child Missing in Education (CME) paperwork, liaise with Attendance Support Officer/EWO and conduct home visits as needed.
· Maintain a high level of vigilance and respond appropriately to all safeguarding concerns in strict accordance with the Academy’s policies and procedures.

· Maintain comprehensive, chronological, and confidential records as directed by the Pastoral Coordinator, ensuring all data is audit-ready.

· To undertake any other professional duties as reasonably directed by the Headteacher, commensurate with the grade and nature of the post.

	DIMENSIONS:
Supervisory Management: N/A

Financial Resources: N/A

Physical Resources:  N/A
Because of the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment. 

Disclosures are handled in accordance with the DBS Code of Practice which can be accessed via www.disclosure.gov.uk

Context:  All support staff are part of a whole school team. They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan. This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

Physical Effort:  The job may involve some lifting of young children and equipment on a regular basis. 

Working Environment: There could be a requirement to deal with vomit and bodily fluids.

 ‘The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service’.


‘CVs will not be accepted for any posts based in schools.


Person Specification
This acts as selection criteria and gives an outline of the types of person and characteristics required to do the job.

___________________________________________________________________________________
Essential (E):-  without which candidate would be rejected
Desirable (D):- useful for choosing between two good candidates.
	Please make sure, when completing your application form, you give clear examples 
of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience


	Demonstrable experience of working effectively with vulnerable children/young people in either education, social work, youth work or another related area of work.
Some work experience in a school environment in work related to pupil attendance.

Experience of using word processing, spreadsheets, databases and IT packages

Some experience of working effectively with a range of professionals to promote children’s/young people’s learning or welfare. 
	1,2

1,2
1,2

1,2
	Experience of working with children or families gained in a multi-cultural context.

Specific experience of working within the areas of family work, mentoring and/or attendance

	1,2

1,2

	Skills/Abilities


	Able to write and speak clearly in English in order to communicate effectively with pupils, parents and professionals to meet the requirements of the job. 

Able to check information and maintain accurate records.
Demonstrable organisational skills – able to manage periods of heavy and conflicting demands
Able to communicate supportively, with parents/carers and children.

Ability to motivate children/young people by establishing empathic and supportive working relationships

Able to work within policy guidelines and to exercise good judgement

Able to work in conjunction with others as part of a team.
	1,2,5

1,2

1,2
1,2

1,2

1,2
1,2
	
	

	Competencies
	Able to demonstrate appropriate motivation to work with young people

Able to form working relationships with parents in the best interests of the child. 
Emotional resilience in working with challenging behaviours

Appropriate attitudes to use of authority and maintaining discipline.
	1,2

1,2

1,2
1,2
	
	

	Equality Issues


	Able to recognise discrimination and act within the policies and procedures of the school and the funding agency. 

Possess an understanding and / or experience of cultural and religious issues, which may impact upon child care and education.
	1,2

1,2


	
	

	Specialist Knowledge

	A knowledge of school attendance monitoring

Some understanding of child development and of how children and adults learn.

Some knowledge of the principles involved in giving advice and guidance to children/young people, including the place of confidentiality.

Some knowledge of the range of additional support / agencies which can be of assistance to vulnerable pupils/students and families.

An understanding of the importance of and procedures involved in safeguarding children.
	1,2

1,2

1,2

1,2
1,2
	Knowledge of mentoring skills appropriate to working with children and their families
	1,2

	Education and Training


	 GCSE grade A-C in English and Maths
A relevant qualification to NVQ level 3 (eg education, childcare, social care) or demonstrable experience
	1,2,4
	
	1,2,4

	Other Requirements
	Essential care user – to travel to meet work commitments in all parts of Luton
Ability to work flexibly and attend occasional meetings outside of normal working hours.
	1,2

1,2,
	  
	1


(1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise)
We will consider any reasonable adjustments under the terms of the Equality Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.
The Job-holder will ensure that Pioneer Learning Trust policies are reflected in all aspects of his/her work, in particular those relating to; 
(i)    Equal Opportunities
(ii)   Health and Safety
(iii)  Data Protection Act (1984 & 1998).
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