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Job Description

Post Title:		Assistant Headteacher: Attendance and Behaviour

Grade/salary:		L12 - 16

Reporting to:		Deputy Headteacher: Pastoral Care and Inclusion

Contract:		Full time, permanent															
Purpose:	The Assistant Headteacher: Attendance and Behaviour is a senior leader and key member of the Senior Leadership Team (SLT), responsible for the strategic leadership, development and evaluation of the school’s approach to attendance and behaviour. 

Working closely with the Headteacher, Deputy Headteacher’s and other senior leaders, the postholder will lead the continued development and implementation of systems to improve attendance through an inclusive approach, and the school’s high expectations behaviour strategy. 

Through strong leadership of attendance and behaviour, the Assistant Headteacher will support leaders and staff across the school to deliver a consistent approach to improving attendance and behaviour through evidence-based systems and routines so that students maximise their opportunities to be academically successful and develop their character.

Liaising with:	SLT, governors, teaching/support staff, external agencies and parents/legal guardians

Disclosure level:	Enhanced
 
MAIN CORE DUTIES:

Strategic Leadership of Attendance and Behaviour:

Lead the strategic development, implementation and evaluation of the school’s approach to attendance and behaviour so that student attendance is strong and behaviour is grounded in the school’s values, systems and routines.

Work with the Headteacher and Deputy Headteacher to:

· Lead the design, implementation and evaluation of a coherent whole-school behaviour and attendance strategy from transition into the school through to pupils’ departure.
· Ensure clear, fair and consistent expectations for behaviour and conduct that are rooted in the school’s values. 
· Oversee the consistent application of the school’s Behaviour Policy, including sanctions and rewards. 
· Train staff in effective approaches to behaviour that build positive relationships both inside the classroom and during unstructured times.  
· Lead the school’s Inclusive Attendance strategy to secure higher levels of student attendance for all key groups so that students can achieve well. 
· Lead key staff responsible for attendance and supporting student behaviour.


Leading Attendance:

In conjunction with the Deputy Headteacher: Pastoral Care and Inclusion, provide strategic leadership for attendance across the school, ensuring a consistent approach that supports students to attend everyday and removes barriers to attendance.

· Lead the development and implementation of the school’s Inclusive Attendance strategy. 
· Regularly analysing attendance data to identify patterns, including in-depth monitoring of vulnerable groups (SEN, FSM, looked-after children).
· Launch targeted support for persistent/severe absentees, including early identification and intervention strategies.
· Build strong relationships with parents/legal guardians to encourage attendance, including managing communications regarding absences.
· Line-manage the Attendance Team, ensuring a cohesive approach to attendance intervention.
· Lead on "the student voice" regarding barriers to attendance, ensuring our provision is responsive to the needs of our community.

Leading Behaviour:

In conjunction with the Deputy Headteacher: Pastoral Care and Inclusion, provide strategic leadership for behaviour across the school, ensuring a consistent approach that promotes high quality teaching and learning through strong relationships.

· Leadership of the school’s behaviour systems, ensuring that policies and practices are clearly communicated, consistently implemented and continuously reviewed so that they foster a calm, purposeful learning environment. 
· Lead the school’s work on developing and strengthening pupil self-regulation.  This will involve establishing systems, routines and interventions that help pupils become increasingly independent, reflective and responsible for their actions.  Working with staff to ensure self-regulation strategies are embedded in classroom practice and pastoral support. 
· Oversee the implementation of a behaviour curriculum for classroom routines. 
· Oversee the implementation and monitoring of the school Uniform Policy, ensuring clarity, fairness and consistency in its application. 
· Take responsibility for pastoral-related complaints, managing these with professionalism, sensitivity and a commitment to resolution and improvement. 
· Lead the school’s pastoral teams to ensure that they work in a collaborative and consistent manner with students and families.

Leadership and Management:

Provide leadership and line management for middle leaders responsible for key aspects of raising attendance and improving behaviour.

Support leaders to develop high-performing teams, ensuring clarity of expectations, strong professional accountability and consistently high standards across all areas of responsibility.

Operational Oversight:

Ensure that operational systems support the effective delivery of the attendance and behaviour strategies across the school.

· Ensure that systems supporting attendance and behaviour operate efficiently and align with school priorities.
· Work with colleagues across the Senior Leadership Team to ensure operational decisions support attendance and behaviour priorities.
· Enact daily supervision responsibilities to ensure the safety and wellbeing of students and staff.

Other Specific Duties:

· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.
· To support the school in meeting its legal requirements for worship.
· To promote actively the school’s corporate policies.
· To comply with the school’s Health and Safety Policy and undertake risk assessments, as appropriate.
· To undertake any other duty as specified by STPCD not mentioned in the above.

SAFEGUARDING REQUIREMENTS:

· All staff are required to undertake training with regard to the safeguarding and welfare of children and young people and the school commits to providing this training, eg. via induction, on-line, briefings at staff meetings, Inset Days, etc., as appropriate.
· All staff should familiarise themselves with ‘Keeping Children Safe in Education’, Part 1 and local policies and procedures, as directed by the school.
· All staff have a responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come into contact and to adhere to, and ensure compliance with school policies and procedures at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children, they must report any concerns to the Designated Safeguarding Lead.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this Job Description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job, which are commensurate with the salary and job title.

Date: 	April 2026

Hilbre High School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff to share this commitment.  

This post is subject to a satisfactory Enhanced DBS Disclosure.
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