This job description forms part of the Pope Francis Catholic Multi Academy Trust Job Description Library. All approved roles are benchmarked, quality assured and maintained centrally. Schools should use approved Trust job descriptions wherever possible. Any proposed amendments or new roles must be reviewed by the Central Team and evaluated through the Trust's Job Evaluation Framework before recruitment.


	Job Template ID:
	P1

	Job Title:
	Family Support Worker


	Pay Scale:
	NJC SCP 18 - 23

	Pay Grade:
	S6

	Reporting to:
	Senior Attendance Lead

	Direct Reports:
	N/A

	Key Internal Relationships:
	Senior Leadership Team, Heads of Years, Teachers, Pastoral Team, Pupils

	Key External Relationships:
	Parents, Carers, Local Authority



Job purpose:
Support the school parents and pupils to ensure good attendance of all pupils. Setting high expectations for the pupils in all attendance matters. To work within the remit of the Trust Attendance Policy and procedures. Working with the Senior Lead Attendance, Deputy Headteacher and in collaboration with other members of staff, to provide support and intervention strategies to ensure pupils attendance is excellent.
Undertake general attendance duties as directed to support the needs of the school and to improve pupil attendance. To work alongside key school staff and staff within the Pope Francis Trust to administrate and support the reduction in levels of student absence.

Duties and responsibilities:
To work strategically with the Senior Attendance Lead and senior leadership team (and other leaders as requested) to:
· Deliver a range of strategies to drive improvements with attendance across the academy. 
· Be part of a team in the academy that liaises with and supports the partner work with local agencies and support services to vulnerable and hard to reach students across the academy and their families. 
· Provide support for students and families/carers through high-quality communication and required visits to their home or other appropriate venues. 
· Support students with their attendance and readiness to learn 
· Work within the attendance team and alongside the Pastoral team to support the academy in raising attendance, removing barriers to persistent absence and improving punctuality 
· To work within the remit of the Trust attendance policy and procedures to improve & promote high levels of students’ attendance and punctuality
· To complete ‘golden hour’ calls to support parents in pupils' attendance
· Obtaining explanations for unexplained student absences in conjunction with teachers, Heads of Year and parents/carers
· Undertake daily home visits to support families in improving their child’s attendance
· Establish the reasons for non-attendance, making contact with families in response to allocated referrals i.e. home visits and/or meetings in school
· Persistently challenge low pupil attendance within school and individual classes, offering a graduated approach to support re-engagement with education
· Work with families and school to support pupils who have Emotionally Based School Avoidance providing early intervention at times of change and stress
· Complete and make the relevant checks for students who require a CME referral, ensuring accurate checks and filing of all information. 
· Look at new strategies to engage parents and students to improve attendance, through coordinating parent hubs / coffee mornings where possible and liaising with members of the Pastoral team / outside agencies to review early intervention and support offers
· Send letters home to parents/carers relating to the student’s attendance.
· The post holder has shared responsibility with members of the Attendance and Pastoral team for contacting parents/carers regarding student illness/injury/medical consent
· Play a key role in the safeguarding and wellbeing of all pupils

Working with staff and other agencies:
· Refer cases to the Channel programme where there is a radicalisation concern
· Refer cases of suspected abuse to the local authority children's social care
· Refer cases where a crime may have been committed to the police
· Keep detailed, accurate and secure written records of concerns and referrals
· Communicate effectively with staff, other professionals and members of the public face to face, by email and on the telephone and in doing so promoting a positive image of the service 
· Assist with the record keeping on CPOMS
· Acquire and maintain a working knowledge of the statutory framework relating to school attendance, child employment, child protection and special needs in order to be able to offer informed advice to parents, school staff, governors and others
· Working within the Pastoral team, confidential and sensitive information is regularly received from parents/carers and students. The information needs to be disseminated to appropriate staff within the school 
· Be alert to the specific needs of children in need, those with special educational needs and young carers
· Encourage a culture of listening to children among all staff, ensuring that children’s feelings are heard where the school puts measures in place to protect them
Training:
· Undergo training to develop and maintain the knowledge and skills required to carry out the role
· Undertake training on, utilise and maintain SIMS Attendance and the use of tracking via excel
· Undergo Prevent training and be able to: 
· Support the school in meeting the requirements of the Prevent duty
· Provide advice and support to staff on protecting children from the risk of radicalisation
· Undergo training on female genital mutilation (FGM) and be able to:
· Provide advice and support to staff on protecting and identifying children at risk of FGM 
· Report known cases of FGM to the police, and help others to do so
· Refresh knowledge and skills at least annually to remain up to date with any developments relevant to the role

Responsibilities for all staff:	
All post holders will agree to:

· Commit to the mission of providing the very best Catholic education that encourages every person to strive, achieve and flourish, mindful of the needs of others, with no one left behind.

· Role model the values of Joy, Mercy, Service, Dignity and Solidarity in all activities and interactions. 

· Uphold and protect the reputation of Pope Francis Catholic Multi Academy Trust both inside and outside of work, ensuring that actions and behaviours reflect the values and standards of the Trust at all times. 

· Maintain their specific knowledge base and develop new skills.

· Actively contribute to continuous improvement, innovation and the sharing of best practice across the Trust. 

· Observe statutory duties to safeguard and promote the welfare of children. 

· Comply with all Trust policies and procedures relating to the secure and appropriate use of Microsoft 365, Trust systems, and digital resources; maintain awareness of and adhere to cyber security requirements; ensure the lawful, safe, and confidential handling of personal data in line with GDPR and data protection standards; and use artificial intelligence tools responsibly, ethically, and only in ways that are approved and aligned with Trust guidance.

· Actively participate in creating an inclusive culture where everyone feels equally valued, respected and empowered to contribute their unique perspectives. 

· Operate within organisational codes of practice, comply with all health and safety legislation, organisational policies and operating procedures. 

 

This job description provides an outline of general activities and is not exhaustive. It will be reviewed as the Trust’s needs change, in consultation with the post holder.
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Person specification

The person specification sets out the qualifications, experience, knowledge, skills, personal and professional qualities required for this role.

	

	Essential criteria

	Desirable criteria
	Assessment Method

	Qualifications and Professional Development:
	· GCSEs (or equivalent) including English and Maths (Grade C/4 or above)
· Willingness to undertake First Aid, Fire Marshall, and other relevant training
· 
	· Relevant qualification in education, youth work, behaviour support or counselling
· Safeguarding and/or child protection training (up to date)

	· Application

	Experience:
	· Experience working with young people, preferably in an educational or inclusion setting
· Experience managing and improving pupil behaviour
· Experience supporting vulnerable or at-risk pupils through pastoral interventions
· Experience working collaboratively with staff, families and/or external agencies
	· Experience using school management systems such as SIMS
· Experience conducting mentoring or reflective conversations
· Experience supporting SEND or pupils with social/emotional needs

	· Application / Interview / Assessment Task / References

	Knowledge:
	· Understanding of barriers to learning and social/emotional challenges in pupils
· Strong knowledge of behaviour management and de-escalation strategies
· Awareness of safeguarding responsibilities and procedures
· Understanding of inclusive education and equal opportunity principles

	· Familiarity with referral and early help processes
· Knowledge of metacognitive strategies to support pupil self-regulation

	· Application / Interview / Assessment Task / References

	Skills:
	· Ability to form strong, positive relationships with pupils and maintain professional boundaries
· Effective communication and interpersonal skills with both pupils and adults
· Strong organisational skills and the ability to maintain accurate records
· Ability to stay calm, patient, and assertive in challenging situations
· Competent IT skills (Microsoft Office, email systems, pupil databases)

	· Ability to prepare reports and contribute to multi-agency meetings
· Confident in delivering 1:1 and small group support or mentoring

	· Application / Interview / Assessment Task / References

	Personal and Professional Qualities:
	· Commitment to the mission, values and ethos of Catholic education.
· Commitment to continuous improvement
· Professional, resilient and solution-focused.
· Strong interpersonal skills
· Strong problem solving
· Flexible approach and willingness to travel across Trust schools
	· Practising Catholicism
	· Application/Interview




Pope Francis Catholic Multi Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful applicant will be subject to Enhanced DBS clearance, Children's Barred List checks, satisfactory references, online searches and all other pre-employment checks in accordance with Keeping Children Safe in Education guidance.
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