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Wellbeing Team, SEND & Attendance Officer
 Job Description

























Post:     Wellbeing Team, SEND & Attendance Officer
Responsible to:      Senior Leadership Team 
Main duties and responsibilities 
The main purpose of the Wellbeing Team, SEND & Attendance Officer is to provide support to targeted groups of pupils and families to improve children’s welfare and success at school; including dismantling barriers regarding attendance, engagement and social exclusion.  The Wellbeing Team, SEND & Attendance Officer will work alongside local agencies such as social care, housing and education welfare, to secure the best outcomes for children and families. They will have shared responsibility for the safeguarding of our children as a Deputy DSL (Designated Safeguarding Lead).
Well Being Team

· To be a member of the schools Well Being Team
· To be a Deputy Designated Safeguarding Lead
· Supporting the implementation, promotion and review of the Safeguarding and Child Protection Policies and Procedures within school.
· One of the main points of contact within the school, receiving and acting upon any reported concerns via CPOMS. This includes ensuring that the completed paperwork is accurate, correct, fully completed and reviewed as necessary and stored in a secure and safe place within CPOMS.
· Providing support, advice and guidance on an ongoing basis or on any specific safeguarding issue as required.
· Keeping abreast of developments and understanding the latest information on the protection of children, including attending appropriate regular training and ensuring all staff have appropriate and up to date training.
· Advocating the importance of Safeguarding to parents so that they know we have their child’s best interests at the heart of our practice.
· Develop and maintain effective contact and communication with parents/carers and families including home visits
· Work with identified families through use of individual and group support strategies, including Early Help Assessments to improve behaviour management skills, increasing self-esteem, confidence, achievement and attendance at school.
· To provide a visible presence on the playground in the mornings and at play time and lunch time for parents and children with worries or concerns


SEND Support 

· To work closely with the school SENDCO, providing administrative support.
· Maintain accurate SEND records across school management information systems and ensure documentation is stored and archived in line with the school's Records Management Policy
·  Coordinate and administer the annual review process for EHCPs, including managing review schedules, preparing documentation, and liaising with parents and external professionals
· Liaise with educational, health and other external professionals to ensure reports, documentation and communications are shared appropriately and securely.
· Identify opportunities to improve administrative processes and contribute to the continued development of efficient working practices

Attendance

• Champion the message that high attendance underpins student wellbeing, safety and achievement
• Embed our school values in all interactions with students, staff, families and partners
• Lead school-wide communication and celebration of attendance achievements, reinforcing a culture where attendance is recognised and valued
To Lead the daily operations of the Attendance Improvement Team, ensuring duties are deployed efficiently and consistently
• Oversee the first-day response system, follow-up of unexplained absences, and rapid communication with families
• Conduct and support home visits as part of safeguarding and attendance duties, ensuring concerns are addressed promptly
• Maintain accurate attendance data via Arbor and CPOMS; produce relevant reports for SLT, governors, and statutory bodies.
• Oversee punctuality monitoring and escalate persistent lateness as appropriate
• Maintain a clear and up-to-date list of vulnerable pupils requiring priority attendance intervention
· Drive the strategic direction of attendance improvement across the school and ensure alignment with United Learning and DfE expectations
• Analyse attendance data to identify trends, groups of concern, and individual pupils requiring targeted action
• Lead casework for pupils with severe or persistent absence, coordinating support, planning intervention
pathways, reviewing progress, and escalating concerns where necessary
• Implement attendance escalation processes (including referral for legal interventions) to support sustained improvement

The Successful Candidate Will Have
· Excellent administrative and organisational skills.
· Strong attention to detail and the ability to maintain accurate records.
· Experience of handling sensitive and confidential information.
· Good IT skills and confidence using databases and management information systems.
· Excellent communication and interpersonal skills, with the ability to work effectively with parents, staff and external agencies.
· The ability to prioritise workloads, manage competing deadlines and solve problems independently.
· A flexible and proactive approach to work, with a commitment to supporting the needs of children and families.
There is an expectation for all staff to take an active role in all school community events including out of hours’ activities.
This document is considered to provide an outline of the areas that this role involves. This document does not preclude the post holder developing systems and structures not specifically mentioned but related to his/her broad areas of responsibility.  The roles outlined above are indicative and do not preclude anything else which may be reasonably requested commensurate with the post held and duties undertaken.
Signed_________________________________  Employee	Date:


Signed_________________________________  Head Teacher	Date:
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