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Child Wellbeing Team & Attendance Officer
 Job Description







(Hours 8.30 am – 1.15 pm)



















Write regular reports to ensure all relevant parties are aware of issues and progress Post:     Child  Wellbeing Team & Attendance Officer
Responsible to:      Senior Leadership Team (Child Protection and Safeguarding Lead)
Main duties and responsibilities 
The main purpose of the Child Wellbeing Team & 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 Child Wellbeing Team & 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).
General duties and responsibilities
· 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.
· Assist families to access agencies where necessary, ensuring their child fully benefits from educational opportunities available and enable parents to fully support their children through school
· To support and monitor those families with poor attendance and punctuality including home visits.
· To provide the Leadership Team with regular attendance data.
· To write reports for seeking voice of the child for core groups, child in need meetings, child protection conferences and attending these meetings when needed
· To provide family support by phone or face to face for parents with queries, or requiring advice or support
· To provide a visible presence on the playground every play time and lunch time for children with worries or concerns
· To support the school in organising fundraising events
· Encourage parents to attend school events and accompanying parents to meetings where appropriate. Support parents to create a learning environment, and high expectations, which encourages their child to successfully complete home learning.
· Support, challenge, motivate and provide information to parents/carers to increase their capacity for parenting effectively.

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 data protection, confidentiality and other legal issues that impact 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.
· Representing the key link to statutory agencies (Social Care or Police) during and following any formal investigations that may have to take place. This includes maintaining confidential records of reported cases, action taken, liaising with the statutory agencies and ensuring they have access to all necessary information.

Recording and monitoring
	In accordance with GDPR:
· Keep detailed, accurate and secure written records of safeguarding concerns.  These confidential records must be kept separately from pupil records and should include a chronology of concerns, referrals, meetings, phone calls and emails.
· Oversee the file transfer when a pupil leaves the school, ensuring that the child protection file is transferred to the new school as soon as possible, liasing with Administrator.
· Keep comprehensive notes of family meetings, keeping accurate details of issues raised and actions
· Complete EHA documentation, and other referrals where appropriate.
· Manage caseloads and maintain pupils’ records and casework files

Performance Development
· To participate fully in the academy’s Performance Development Review process
· Attend relevant INSET training

Knowledge, Skills & Experience
· Keep up to date with developments relating to your area
· Develop and maximise use of ICT
· Review and maintain your own professional practice through agreed development activities
· Ensure statutory requirements are met
· Ensure a secure knowledge and understanding of all academy policies and procedures

Personnel
· Communicate effectively to all members of the team
· Work collaboratively with other staff

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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