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	St Thomas Catholic Academies Trust,
St Martin de Porres Catholic Primary School,
Pastures Way, Luton, LU4 0PF

T: 01582 361600
E: admin@stcat.co.uk
W: www.stcat.co.ukCompany registration number: 09660515




STCAT Attendance and Welfare Officer (AWO)
Location: Luton and Central Bedfordshire
Salary Scale: LL5 SCP 14 – 18, pro-rata £26,228.94 to £28,003.05 
(FTE £29,539 to £31,537.00) 
Term Time + 5 inset days plus 5 days, 37 hours per week 
Monday to Thursday 08.30am to 4.30pm and Friday 08.30 to 4.00pm (includes ½ unpaid lunchbreak)
Responsible to: STCAT Director of Inclusion and will work closely with SLT attendance lead at each school.
St Thomas Catholic Academies Trust is a family of Catholic schools based in Luton, Central Bedfordshire, Buckinghamshire and Slough. We are seeking to appoint an Attendance and Welfare Officer to work across our Trust schools in Luton and Central Bedfordshire.
We are seeking a dedicated individual who is committed to ensuring every student feels valued and supported and can achieve their full potential.
The Attendance and Welfare Officer (AWO) will work alongside key school staff in each school to promote and support high levels of attendance and reduce levels of absence. This will be achieved by working with the children and families to promote high levels of attendance.
 
The post holder may be required to attend school parents' evenings or make home visits in the evening.

Applications

To apply for this role please visit our website stcat.co.uk and look under Careers and Training and then Trust Vacancies. 

The Trust 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 school.




Job Description

Main Responsibilities

1. Promote a positive attendance and punctuality culture. This includes contributing to celebration assemblies and wider school communications.  
2. Interview families and pupils to assess social, emotional, behavioural and educational factors underlying school absence, then to respond appropriately.  Offer practical advice, support and guidance to parents and pupils in order to overcome identified difficulties and to advise on appropriate resources 
3. Liaise with each school’s Attendance Officers to work with identified individual and groups of students, using regular attendance checks and contact with parents/carers and students to improve levels of attendance 
4. Collate information with regard to the attendance of students who may be experiencing attendance difficulties in order to inform the schools and parents/carers.  Check accuracy and correct coding on registers before printing off official reports.  Follow Attendance policy and send out letters as required.  Assist and check records prior to the Census to ensure school attendance is accurate and up to date 
5. Investigate and support persistent absentees, enabling these students to improve attendance and improve the percentage of young people who fall into this category. Be available for home visits for individual students and be present at parents’ evenings/events as required and to conduct home visits for targeted students.  Assist with providing advice and support for students returning to school after a long period of absence in liaison with other relevant parties. To attend and assist in the preparation of Inclusion Panel meetings, parent’s meetings and assemblies in relation to attendance issues. 
6. Liaise with Headteachers, Senior Attendance Leads, pastoral staff, SENDCOs and relevant staff in order to organise, co-ordinate, or attend meetings between school, parents and pupils. Identify and agree an appropriate action plan which will often include providing ongoing support. To assist the Schools to analyse attendance data and support Academies to raise standards and achievement through improved attendance and behaviour.  To work closely with senior leaders to ensure attendance figures on SIMS are up-to-date and accurate, using own initiative by investigating patterns of absence and missing or incomplete data. Produce regular reports for the Strategic Leader for Inclusion and circulate to relevant staff including Headteachers and key workers.
7. Liaise with the Senior Designated Leads for Safeguarding and deal appropriately with child protection issues. To also be aware of and comply with policies and procedures relating to safeguarding, child protection, health and safety, security, confidentiality and data protection. Reporting all concerns to the appropriate person.  Attend Core Group, Strategy Meetings, Child in Need or Child Protection Conferences where appropriate.  Liaise with the safeguarding teams re Early Help Assessments (EHAs) where appropriate.  
8. Liaise with the SLT lead for attendance at each school and social services regarding children who are CME or EHE, completing all necessary paperwork and appropriate referrals.
9. Liaise with the SLT lead for attendance at each school and the LA Education Welfare Service in the issuing of Penalty Notices and other legal actions concerning attendance, to ensure all information for statutory legal referrals is evidenced and present to the local authority for assessment of prosecution as necessary when thresholds have been met.
10. Create new letters and paperwork trail as appropriate to ensure consistency across the Trust including penalty warning letters, penalty notice letters and court proceedings letters in line with government guidance and LA regulations.  This will include explicit details as to how the pupil and family have been supported by the school teams prior to the referral.
11. Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
12. Promote the safeguarding of all pupils in the school.

The Attendance and Welfare Office will be expected to carry out announced and unannounced home visits either with an appropriate member of staff/attendance officer from each school or lone.

The above lists are by no means exhaustive; it is more of a guide of expected duties. The post holder may therefore be directed by their line manager to undertake any other duties commensurate with this role.

















PERSON SPECIFICATION
Candidates will be assessed on the following. The list is not exhaustive; it is designed to give a feel for the kind of person we are seeking:
Candidates will be assessed on the following:
QUALIFCATIONS
· Good general standard of education including English
· Holds a relevant qualification in education, childcare, social or youth work.
EXPERIENCE, KNOWLEDGE AND UNDERSTANDING
· Other relevant qualifications and experience include teaching, and youth and community work
· Experience working with children or young people and their families
· Working knowledge of SIMS (Desirable)
· Experience of organising meetings
· Writing agendas
· Taking accurate and concise minutes
· Knowledge and understanding of safeguarding
· Knowledge and understanding of data protection
· Knowledge of educational legislation, guidance and legal requirements
SKILLS AND ABILITIES
· Excellent listening, verbal and written skills
· An understanding of common family problems
· The ability to deal with private information and sensitive issues
· A calm and confident approach in difficult situations
· The ability to work well with pupils, parents, teachers and other professionals
· An understanding of the law about education and keeping children safe
· Accurate record-keeping and good organisational skills
· ICT with ability to analyse data and write detailed reports
· Teamwork and networking skills to work with a range of other agencies
· Ability to work on own initiative with good time management skills
· Must be able to work to deadlines
· Good interpersonal skills
ATTITUDES AND APPROACHES
· A reflective practitioner with a desire for continuous improvement
· Want to develop own learning and do things differently and better
· Committed to high standards
· A commitment to working within a multi-academy trust to develop a collaborative vision which embraces excellence, high standards and inclusion
· Possess energy and enthusiasm
· Willing to learn from and with others in the development of good practice · Have a good sense of humour
· Have humility
· Resilience
· Willing to try out new ideas
· Flexible, so that when you are asked at short notice to change responsibilities,
· Ambitious – can see an opportunity to make an impact and develop own skills
· 
· 
The Trust 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 school.
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