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JOB TITLE: 	Attendance Intervention Manager
REPORTS TO: 	Deputy Headteacher (i/c Behaviour, Attendance & Safeguarding)
SUPERVISES: 	Attendance and Welfare Assistant(s)
JOB PURPOSE
[bookmark: _Hlk125716814]To make timely referrals to Portsmouth City Council’s School Attendance Team in consultation with the Deputy Headteacher.
To provide professional development and support regarding best practice in managing attendance (data & operations) and improving pupil attendance (intervention & family liaison) to the Attendance and Welfare Assistant(s) and other staff teams. *
To be responsible for recording and reporting on attendance issues, ensuring that appropriate, secure records are kept.  To implement and administer effective data sharing systems, including punctual reports and data returns for the Local Authority, for example the ‘PARS’ absence return. 
To play a proactive role in improving pupils’ attendance through offering direct welfare support in response to their personal, social, emotional or educational concerns.  To link pupils and their families with appropriate external agency support, and in so doing support parents/carers to understand and fulfil their legal responsibilities in relation to school attendance.  
To support the school in fulfilling its statutory duties in relation to attendance and safeguarding, referring safeguarding cases as appropriate to the school’s Designated Lead for Safeguarding. 
KEY ACCOUNTABILITIES
To promote actively the School’s (Trust’s) Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place.
To maintain awareness of and commitment to the School’s (Trust’s) Equal Opportunity Policies in relation to both employment and service delivery.
To comply fully with the Health and Safety at Work Act 1974 etc, the School’s (Trust’s) Health and Safety Policy and all locally agreed safe methods of work.
The job holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the relevant Trust/ School Safeguarding Child Protection Policy and Procedures at all times. If in the course of carrying out the duties of the role, the job holder identifies any instance that a child is suffering or likely to suffer significant harm either at school or at home, s/he must report any concerns to the School’s Designated Safeguarding Lead so that a referral can be made accordingly to the relevant third-party services.
At the discretion of the Headteacher, undertake such other activities as may from time to time be agreed consistent with the nature of the job described above.
To work with colleagues to achieve service plan objectives and targets, and promote actively the School’s (Trust’s) ethos.
To participate in Employee Development schemes and Performance Management (appraisal) and contribute to the identification of own team development needs
PRINCIPAL RESPONSIBILITIES/DUTIES
Leadership / Management 
· To support the professional development of the Attendance and Welfare Assistant(s) and identify any training needs.
· To organise and/or provide cover for the Attendance and Welfare Assistant(s) if colleagues are absent, for example; thereby ensuring the daily monitoring, validation and management of accurate attendance registers/data.
· To lead key meetings (agenda items) of the Attendance/Pastoral teams to review and improve attendance (and related safeguarding) practice and address any issues as they arise.
· To support the Attendance/Pastoral teams in the creation of detailed risk assessments and attendance improvement plans for pupils, as required. 
· To provide an appropriate level of supervision to Attendance/Pastoral team members on school level attendance and welfare issues.
· To link with the school’s Pastoral (Year Office) teams and take an active lead in planning and implementing appropriate support and intervention to support and improve individual pupils’ attendance and welfare.
· To act as a named point of contact for Portsmouth City Council’s School Attendance Team.
· To liaise routinely with the Deputy Headteacher who has overall responsibility for attendance and safeguarding matters in the school.
· To manage accurate and compliant attendance recording, reporting and communication systems, including PARS, part-time timetables, suspension (exclusion) administration and alternative suspension administration.
· To lead/co-ordinate (and record) regular and unannounced home visits (pupil welfare checks) in line with safe working procedures.    

Pastoral Support 
· To assist the Pastoral teams in maintaining school expectations on attendance, behaviour and uniform by challenging students, investigating/recording incidents, managing sanctions and contributing to supervisory duties and rotas e.g. ‘on-call’.
· To plan and implement interventions to improve the attendance, welfare and progress of individual pupils, with a particular focus on supporting pupils who are vulnerable and/or persistently absent from school.
· To work in partnership with staff and parents to identify and address pupil concerns which act as a barrier to good attendance (and punctuality) at school.
· To provide a ‘day to day’ care, support and guidance service for pupils, staff and parents regarding attendance and welfare matters.  To ensure that advice is given, enquiries are answered and information is provided. 
· To communicate with parents/carers by telephone, face to face and/or in writing to ensure that issues or concerns are reported and followed up. 
· To liaise with parents and outside agencies and lead/attend meetings as appropriate; to include CAF, TAC, Early Help and Child protection meetings as directed. 
· To promote positive values, attitudes and good student behaviour, offer praise and rewards, and promote pupil successes across the school. 
· To manage pupils who are showing socially unacceptable or challenging behaviour under the direction of guidelines in operation at the school.
· To establish productive working relationships with pupils using methods to encourage pupil attendance, engagement, participation and achievement in activities.
· To work in partnership with other practitioners to deliver effective interventions and support for children and families, completing referrals as appropriate/directed.
· To encourage pupils to develop social skills and independence whilst providing support when it is needed.
· To report pupil and school issues in line with the school’s policies for health and safety, child protection, behaviour management etc.
· To attend parent consultation evenings, meetings and professional development sessions as required.
· To take part in extra-curricular activities, e.g. open days, presentation evenings, period 6.




Attendance and Family Liaison 

· To join the DHT/appropriate staff in weekly meetings that contribute to the review of persistently absent pupils and pupils with attendance/punctuality/welfare concerns; and consequent action planning/monitoring.
· To provide expertise, manage a referral system, and devise and implement attendance related projects including small group work, ‘late-gates’ and ‘truancy sweeps’.
· To mediate between staff, parents/carers and pupils to establish and maintain high levels of student attendance.
· To maintain regular contact with assigned pupils – to offer them 1:1 and small group sessions to support them to understand and meet their punctuality/attendance targets.
· To implement assertively and accurately the administration of fixed penalty notices and referrals for prosecution where appropriate (in liaison with Portsmouth City Council’s School Attendance Team).
· To guide pupils and, where appropriate, their families to access external agencies e.g.  Young People’s Counselling, Young People’s Drug and Alcohol Service, Young Carers, specialist sexual health advice.
· To lead/attend multi-agency meetings and liaise with appropriate stakeholders; some meetings may be in the school holidays. 
· Establish and maintain appropriate case records (written and electronic) of assigned pupils and keep these secure.
· To contribute to the school’s attendance audit and provide attendance information for the Deputy Headteacher. 
· To receive instruction and guidance from the Deputy Headteacher to inform planned support.
· To be alert to trends and patterns of issues and be willing to identify causes and recommend corrective action. 
· To participate in broader programmes to develop support and intervention, including guiding pupils on effective peer support, anti-bullying strategies etc.
· To develop and promote appropriate materials, e.g. leaflets to signpost families to appropriate external support
· To review periodically the attendance section of the school’s website and advise the Deputy Headteacher of any updates or amendments as required. 
· To be cognisant of national and local guidance/requirements relating to school attendance e.g. DfE – Working Together to Improve School Attendance (2024)
[bookmark: _GoBack]
*Note that accountability for the school’s attendance and safeguarding training sits with the Deputy Headteacher i/c Behaviour, Attendance and Safeguarding 

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Kindly note you will be an employee of The De Curci Trust.  Your duties will be as set out in the above job description but please note that the Trust reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.














 PERSON SPECIFICATION

	CRITERIA

	ESSENTIAL CRITERIA

	Job Related Education and Qualifications
and Knowledge
	· NQF Level 3 or equivalent qualification or experience in relevant discipline
· Good knowledge and understanding of relevant ICT packages, including the school’s specialist software/equipment/resources
· Full working knowledge and understanding of range of relevant policies/ codes of practice and awareness of relevant legislation

	Experience

	· Substantial experience of direct working with young people, particularly in the 11-16 age group
· Demonstrable experience of development, management and operation of administrative systems likely to have been gained over a period of two years
· Experience of working in a welfare/safeguarding role/context

	Skills & Abilities






	· Good numerical skills to undertake a variety of tasks, e.g. interpreting pupil achievement and attendance data
· Good literacy skills to undertake a variety of tasks, e.g. minute taking, maintaining diary records, producing correspondence 
· Very good ICT skills, e.g. production of reports, correspondence, inputting/ updating information
· Able to relate well to children and adults, including professionals from other agencies, e.g. dealing with visitors, passing information/messages to other staff, dealing with upset children, providing advice
· Some need to use analytical, judgmental, creative and developmental skills
· Able to demonstrate sensitivity and tact particularly when dealing with the more sensitive issues
· Able to maintain confidentiality and model/expect this to/from other staff 
· Able to work accurately and with attention to detail
· Alertness and concentration, e.g. producing attendance/achievement information, minute taking and drafting correspondence
· Able to undertake short term planning, e.g. managing own workload, managing the work of others, ensuring deadlines are met, planning for school activities (effective time management) 

· Able to deal with more complex queries and know when to refer to more senior staff
· Able to work constructively as part of a team and to understand school roles and responsibilities and own position within these
· Able to self-evaluate learning needs and actively seek learning opportunities
· Willingness and ability to travel independently as required
· Ability to manage a team and relate positively to professionals at all levels of the organisation – ‘team player’  

	Equalities 

	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Equalities Policy.




			DESIRABLE CRITERIA
· Experience of working with more challenging and/or vulnerable pupils
· Experience of working to improve pupil attendance
· Good knowledge of school statutory duties in relation to attendance
· Experience of behaviour/welfare work within a relevant service e.g. School Attendance Service, school, youth work, PRU 




06.01.2025

image1.jpeg
SPRINGFIELD®
SCHOOL




