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	MEADOWHEAD SCHOOL
ACADEMY TRUST

JOB DESCRIPTION

	
	This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	SCHOOL
	Meadowhead School Academy Trust

	POST TITLE
	Education Welfare Officer

	GRADE
	Grade 5,  scp 15 - 20

	HOURS
	37 hours, 39 weeks   

	RESPONSIBLE TO
	Attendance Manager
Assistant Headteacher for Attendance and Safeguarding.

	QUALIFICATIONS/

EXPERIENCE
	Excellent standard of literacy and numeracy skills.
Experience of working with vulnerable families and disaffected children within a multi-agency environment.



	PURPOSE OF JOB


	• To improve attendance and inclusion by working with pupils, families and external agencies to remove barriers to learning, reduce persistent and severe absence, safeguard vulnerable pupils and ensure every child can access full-time education.

• To promote positive attitudes towards attendance, engagement and learning.

• To support the school’s safeguarding responsibilities through attendance monitoring and intervention.

· To work within the remit of the school attendance policy and procedures to improve levels of student attendance.




	JOB DESCRIPTION FOR POST OF:- Education Welfare Officer 

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The post holder must at all times carry out his/her duties and responsibilities within the spirit of School policies and within the framework of legislation applicable to Academies and Trusts.
The post-holder will be expected to maintain the professional standards of Meadowhead School and the standards of behaviour, attitude and effort as outlined in the Meadowhead Code of Conduct.
Attendance monitoring

Under the direction of the Attendance Manager and Assistant Headteacher for Attendance and Safeguarding.
· Ensure the school continues to improve the attendance of students by challenging absence accordingly.
· Undertake home visits to those students who are persistently absent, identifying reasons for non-attendance, working closely with families and others to achieve regular attendance.

· Conduct weekly safe and well checks (home visits) for absent students and escalate any safeguarding concerns.

· Attend and contribute to attendance and inclusion meetings for all year groups.
· Monitor the attendance of key students following identification by the Pastoral Teams and provide immediate response in the event of absence
· Manage a caseload of persistently absent students, where attendance falls below 90% and implement strategies to improve attendance.

· To lead Attendance Meetings alongside the Pastoral Team and undertake Attendance interviews in school with individual students.
· To provide guidance, support and advice to all staff regarding the attendance protocols and procedures for the school including statutory legislation 
· Provide advice and support to families in identifying and understanding barriers to students achieving their full potential
· Apply a range of persistent and pro-active approaches to engage with families with a range of needs who may be resistant to using services.  This may include phone calls, letters or referrals to other support services.
· To support the legal response to non-attendance including decisions on penalty notices and court referrals, preparing paperwork and attending court where necessary
· Develop effective strategies to address lateness and punctuality
· Identify and accept referrals of exceptional pupil attendance concerns and apply strategies to support or track
· Aid transition from Primary to Secondary for students where attendance is a concern.
· To raise the profile of the need for good attendance within the school environment through assemblies, notice board information and rewards.
· To alert the Pastoral Team to any concerns/issues relating to student welfare identified whilst working with students and/or parent/carers
· Represent the school at external meetings.
· Keep up to date with changes to standard safeguarding legislation. 
Attendance Reporting 

· To analyse and agree appropriate actions following 5 weekly data collections
· Analyse attendance data and identify trends.
· Monitor attendance of key cohorts and vulnerable groups.
· Monitor the systems and procedures for monitoring and recording absence to ensure best practice
· Ensure the accurate and timely reporting and analysis of all attendance data including missing marks
· Provide accurate attendance information to school management, Local Authority and other agencies and contributing to Governor’s reports re attendance data
· Maintain accurate records of parental meetings, home visits and actions proposed to support the work of the Pastoral Team and to support the preparation of cases for further action.
Development 

· Undertaking personal and professional development

· Keeping abreast of changes in administrative procedures relevant to school management including Child Protection responsibilities
· Continually developing skills and knowledge relevant to improving admin support services within the school
 

· Undertaking other duties and responsibilities as may be determined after negotiation between management, the post-holder and appropriate trade unions.

Team Responsibilities

All education support staff at Meadowhead School are considered part of the overall support team and may be required to assist colleagues in other areas from time to time

To undertake any other duties and responsibilities, which do not change the character and purpose of the post, as may be determined after negotiations between management, the post-holder and the appropriate trade union.

Suggestions to amend/update this job description, which will lead to an improvement in the school's and/or the department's performance will always be welcome.
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EDUCATION WELFARE OFFICER
Person Specification

The person appointed will:

· Understand the key factors which would result in a child becoming missing from education and the potential impact this could have on the achievement of the child

· have experience of attendance, welfare, safeguarding or family support work.

· have experience of multi-agency working.

· have knowledge of attendance legislation 

· have the ability to analyse attendance data.

· the ability to work collaboratively with internal and external organisations to achieve positive outcomes for vulnerable and disengaged children

· understand child development and the needs of children

· understand causes and effects of stress on families

· have a knowledge of services and resources available to support families

· have strong communication and relationship-building skills.

· have the ability to persuade, negotiate and influence others

· have good communication and liaison skills and the ability to establish and maintain good personal working relationships with all members of the school community

· have the ability to work as a team as well as independently

· be willing to work flexibly to meet the demands of the job

· demonstrate commitment to equality and inclusion principles and practices

· full UK driving licence and access to a vehicle.

Experience/Qualifications/Training 
· experience of working collaboratively with pupils, parents/carers, and organisations to achieve positive outcomes for children
· experience of working with vulnerable and socially disaffected children
· experience of using SIMS or similar data systems to record and present information clearly

Essential Personal Qualities

· good verbal and written communication skills

· good organisational skills and initiative to develop opportunities 

· ability to work independently, effectively manage time and own workload and work to deadlines

· commitment to personal training and development

· commitment to equal opportunities
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