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   DESCRIPTION

   Job Title: 
    Attendance Welfare Co-Ordinator
    
    Location: 
    Charles Read Academy


	Job Purpose:
	To work closely with the Attendance Information Officer, drawing on indicators that reveal barriers to attendance, identifying solutions to removing these barriers and liaising with pupils, parents and external agencies in securing improvement.  

The ability to drive is essential, along with owning your own vehicle.  


	
	

	
	

	Background: 

	The David Ross Education Trust (DRET) is a network of academies with a geographical focus on Northamptonshire, Leicestershire, Lincolnshire, Yorkshire/Humberside and London.  

Our aim is to be the country’s leading academy chain, committed to delivering the highest educational standards alongside an unrivalled package of sporting and cultural enrichment.


	
	

	Reporting To:
	Head of School/Principal
	   


	
Grade:
	

NJC 11
Term time only 







David Ross Education Trust | Charnwood College| Thorpe Hill | Loughborough | Leicestershire | LE11 4SQ
KEY RESPONSIBILTIES AND ACCOUNTABILITIES


MAIN DUTIES AND RESPONSIBILITIES 
· To maintain robust chronologies outlining all communication, support and intervention for individual pupils who do not attend well  
· Administer a daily welfare check each morning with the families of all vulnerable pupils who are absent that morning and record the details of the conversations 
· To conduct home visits where appropriate and always with another DRET colleague  
· To chair meetings regarding pupil’s attendance, including SAP and GAP meetings   
· To liaise with members of the pastoral and welfare teams, including HOH, Tutors, the SENCO and Pastoral Managers for a full understanding of each pupil’s circumstances, 
· To work with individual pupils and their family in setting targets for improved attendance and reviewing success on a regular basis, always intervening to sustain improvement 
· To follow the EBSA pathway working closely with the SENCO and external agencies
· To conduct daily attendance checks for pupils attending alternative providers and hospital schools             
· To liaise with the school leader responsible for PSHE and contribute to curriculum conversations about factors affecting poor attendance 
· To implement strategies to motivate strong attendance through incentives, rewards and workshops with target groups 
· To counsel families considering Elective Home Education in consultation with academic staff in school  
· To engage with CPD opportunities, available externally through the LA and as provided by members of the Core Team  

ACADEMY LEVEL
· Provide a high-quality education in a safe, happy, caring and focused environment. Encourage all students to embody our values of confidence, resilience, ambition, courage, respect and aspiration.    
· Support the aims and ethos of the school.
· Be proactive in matters relating to health and safety and safeguarding.
· As per the DRET Health & Safety Policy:
       It is the responsibility of all employees to co-operate in the implementation of the Health
and Safety Policy and supporting procedures and guidance documents. All employees have
a duty to ensure their own safety and the safety of others, e.g. co-workers, contractors
working on the same premises, pupils and visitors to the premises.	   

KNOWLEDGE/SKILLS/EXPERTISE
· NVQ Level 2 or equivalent.
· Previous experience of working with children of relevant age.
· Ability to relate well to children and adults.	
· Ability to self-evaluate learning needs and actively seek learning opportunities.
· Understand classroom roles and responsibilities and own position within these.	
· Understanding of principles of child development and learning processes.
· Become familiar with metacognition, setting appropriate challenge and self-regulated learning strategies.    


PERFORMANCE MANAGEMENT
· Attend team and staff meetings and INSET days as appropriate to the individual’s contract.
· Undertake professional duties that may be reasonable assigned by the Principal.   

 

PERSON SPECIFICATION
Your application will be reviewed against the essential and desirable criteria listed below.
Applicants are strongly advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their application. Stages of assessment are as follows:
1 – Application
2 – Test/Presentation
3 – Interview

	
	Essential 
	Desirable 
	Assessed 

	Qualifications and Professional Development 
	
	
	

	· NVQ Level 3/4 or equivalent
	· 
	
	

	· Driving Licence and access to a vehicle.
	· 
	
	

	· Previous experience of working with children of relevant age
	· 
	
	

	Experience 
	
	
	

	· At least one year related experience of work within a school attendance related service
	
	· 
	

	· Working with children, young people, parents and families preferably within an educational context
	
	· 
	

	· As a part of a team, as well as on your own initiative
	
	· 
	

	· Working with professionals from other agencies and multi-agency context
	
	· 
	

	Skills and Knowledge 
	
	
	

	
· 	   
	· 
	
	

	· Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation
	· 
	
	

	· Can use equipment technology – iPads/Chrome books and ICT effectively to enhance learning
	· 
	
	

	
· 
	· 
	
	

	Personal Qualities and Ethos 
	
	
	

	· Be self-motivated and able to work independently as well as working constructively as part of a team
	· 
	
	

	· Set a good example in terms of dress, punctuality and attendance
	· 
	
	

	Equal Opportunities 
	
	
	

	· A commitment to promoting equality and diversity, providing an inclusive and co-operative environment in which all students and individuals working for and on behalf of the organisation feel respected and able to give of their best. 
	· 
	
	

	Safeguarding 
	
	
	

	· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
	· 
	
	

	· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.
	· 
	
	

	· Aware that the Trust will take all steps to prevent those who pose a risk of harm from working with children. Recruitment procedures ensure rigour in identifying and rejecting people who might abuse children.
	· 
	
	

	Health and Safety 
	
	
	

	· Aware of Health & Safety and Safeguarding as appropriate to role
	· 
	
	



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The Academy 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 time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

The David Ross Education Trust is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo vetting appropriate to the post, including a social media presence check and Enhanced DBS check. The successful applicant will be expected to adhere to all safeguarding, welfare and health and safety policies and procedures of the Trust. 

All pre-employment checks are in line with "Keeping Children Safe in Education" statutory guidance.
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