Job description: Family Support and Attendance Officer

Job details
Salary: Grade 5
Hours: 32.5 hours a week 8:15am to 3:30pm
Contract type: Permanent – part time

Main purpose
To work closely with parents and carers to help overcome pupils’ barriers to learning, whether inside or outside school. This will involve maintaining regular communication, putting interventions in place, and liaising with relevant staff and professionals to ensure parents and carers are consistently engaged in pupils’ development and progress.
To monitor and report on whole-school attendance data, analysing data to identify key areas of concern. To work closely with pupils, staff, parents and carers to reduce levels of absence, and act appropriately when persistent absence becomes a safeguarding issue. 

Duties and responsibilities
Administration 
Ensure daily attendance registers are accurate and complete, and follow up with parents and staff regarding any incomplete data  
Follow up on any unexplained absences with parents/carers, escalating issues as appropriate in line with school procedures.
Initiate and oversee the administration of absence procedures, for example letters home, attendance meetings and engagement with local authorities/other external agencies and partners 
Carry out home visits where necessary
Manage attendance returns and analysis 
Manage the process of issuing fixed penalty notices to parents 
Maintain accurate records of communications with parents/carers and relevant interventions 
Build and refresh knowledge of the school’s MIS and other relevant systems 

Monitoring and reporting 
Produce and interpret attendance reports for school leaders, identifying key statistics, reasons for absence and any patterns of concern  
Track attendance of vulnerable groups of pupils and share information with school leaders
Identify pupils that need additional support to improve their attendance 
Work with school leaders to identify appropriate interventions to improve attendance for particular groups or individual pupils 
Lead daily or weekly check-ins to review progress and the impact of support/interventions 
Work with school leaders to develop and revise the school’s attendance policy 
Implement children missing education (CME) procedures when appropriate 
Provide regular reports to attendance organisations to raise awareness of emerging at-risk pupils 
Coordinate with EWS


Working with parents/carers 
Coordinate meetings with pupils and parents/carers to implement interventions and track progress 
Build positive relations with parents/carers to encourage family involvement in their child’s attendance
Identify, and where possible, mitigate potential barriers to attendance in partnership with families  
Carry out home visits, where necessary, to address concerns for individual pupils 
Maintain regular communication with specific parents/carers and provide personalised support for families through issues as they arise
Put interventions in place to encourage parents/carers’ involvement in supporting pupils’ development and progress
Keep up to date on the latest services available in the local area so you can promote and signpost parents/carers to these via a range of communication channels (e.g. social media, newsletters, in meetings, etc)
Implement and monitor progress of action plans, working with parents/carers to make adjustments to support as necessary
Provide personalised support for parents/carers to help manage transition for their child

Working with staff and other professionals 
Work with relevant staff to identify and bring onboard pupils and parents/carers that would benefit from personalised support
Develop action plans in consultation with relevant staff and professionals, where necessary
Liaise and build relationships with external agencies and professionals, following up on actions where necessary
Maintain regular communication with relevant staff to update them on progress of individual pupils
Lead TAF and attend CIN and CP meetings 

Record keeping
Maintain accurate records of interventions and relevant meetings
Facilitate the transfer of relevant pupil information inside and outside the school
Complete relevant paperwork required by external agencies

Professional development
Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
Take part in the school’s appraisal procedures

Safeguarding 
Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
Be alert to when persistent absence becomes a safeguarding concern and early help may be required
Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary
Promote the safeguarding of all pupils in the school

