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Job Description
Contract: TCB
Salary: Scale 6, Point 18-20  (£35,520 - £36,585 FTE) £29,915.91 - £30,812.88 Pro Rata
Hours: 35 hours per week 8.30am – 4pm 
Location: Brampton Primary School, London, E6 3LB
Responsible to: DSL / Inclusion Lead

Main Purpose of the Role
• Alongside an attendance team, lead whole-school attendance improvement work for primary-aged pupils, supporting our commitment to high standards and safeguarding.
• Alongside an attendance team, track and analyse attendance data, reporting trends and concerns to senior leaders and governors.
• Build positive relationships with pupils and families to identify and remove barriers to attendance and wider barriers to learning, wellbeing, engagement and school readiness.
• Conduct initial attendance meetings, home visits, and provide support for reintegration following absences, including agreed family action plans and follow-up reviews.
• Provide practical, early help family support to parents and carers, helping them access advice, services and resources that improve children’s attendance, wellbeing, safety and readiness to learn.
• Act as a key point of contact for identified families, building trust, listening carefully and using a non-judgmental, strengths-based approach.
• Coordinate with class teachers, pastoral staff, and external agencies (including early help, social care, CAMHS, housing, and ATST) to secure appropriate support and interventions for pupils and families.
• Deliver targeted family support and signpost families to local services and resources.
• Support families with routines, punctuality, school transitions, behaviour at home, parenting strategies, emotional wellbeing, housing or financial concerns, and other issues affecting children’s education.
• Maintain accurate records, casework notes, and safeguarding logs in line with school policy and data protection regulations.
• Contribute to safeguarding and child protection processes, attend relevant meetings, and ensure all concerns are reported appropriately.
• Deliver attendance workshops and training sessions for staff and parents to promote best practice and improve attendance.
• Plan and deliver parent/carer workshops, coffee mornings or information sessions on topics such as attendance, routines, behaviour, online safety, wellbeing, transition and accessing local support.
• Use discretion, maintain confidentiality, and apply restorative and solution-focused approaches in all aspects of the role.
• Undertake occasional out-of-hours contact or school events as required.



Key Responsibilities
• As required, monitor daily attendance, follow up on unexplained absences, and ensure all registers are completed accurately.
• Prepare and present regular attendance reports for senior leaders and governors.
• Develop and implement strategies to improve attendance and reduce persistent absence, including early intervention.
• Identify pupils and families needing additional support through attendance data, referrals, teacher concerns, safeguarding information and direct family contact.
• Engage with families from diverse backgrounds and those facing complex challenges, using a non-judgmental and empathetic approach.
• Undertake home visits in line with school policy, recording outcomes promptly and escalating any safeguarding concerns without delay.
• Complete or contribute to Early Help assessments, Team Around the Family meetings, Child in Need meetings, Child Protection conferences, core groups and other multi-agency meetings as appropriate.
• Work collaboratively within the school and with external partners to provide holistic support for pupils.
• Support families to understand school expectations, attendance procedures, safeguarding responsibilities and available support pathways.
• Provide short-term, planned family support with clear aims, review dates and outcomes, escalating concerns where progress is limited or risk increases.
• Promote positive home-school communication and support parents/carers to engage with school events, meetings and learning opportunities.
• Support transition arrangements for vulnerable pupils, including entry to Reception, in-year admissions, return from absence or exclusion, and transition to secondary school.
• Liaise with external services including Early Help, social care, health, housing, police, voluntary sector organisations and attendance support services where appropriate.
• Support the promotion and safeguarding of the welfare of children in line with KCSIE guidance.
• Maintain professional boundaries, confidentiality and accurate records in line with school policies, GDPR and safeguarding requirements.

Safeguarding and Professional Responsibilities
• Be alert to signs of neglect, abuse, exploitation, domestic abuse, poor mental health, poor attendance and other indicators that a child or family may need help or protection.
• Record and report safeguarding concerns promptly using the school’s agreed systems and follow the direction of the Designated Safeguarding Lead and wider safeguarding team.
• Contribute to a culture of high expectations, inclusion, equality and respect across the school community.
• Keep up to date with relevant training, including safeguarding, attendance, data protection, restorative practice and family support practice.
• Carry out any other reasonable duties linked to the role as directed by the Headteacher or senior leaders.


Person Specification
Qualifications and training
• Good standard of education (minimum GCSE English and Maths or equivalent).
• Evidence of professional development relevant to attendance, safeguarding and/or family support.
• Training or experience in Early Help, parenting support, trauma-informed practice, restorative approaches, mental health first aid or similar family support practice.
• Willingness to undertake DBS checks and safeguarding training.

Experience
• Experience working with children and families in an educational, social care, or community setting.
• Experience supporting vulnerable families and/or working with external agencies.
• Experience carrying out family support casework, home visits, Early Help work or multi-agency liaison.
• Experience supporting families where children are affected by poor attendance, punctuality, emotional wellbeing, behaviour, housing, financial hardship, domestic abuse, neglect or other barriers to learning.
• Experience tracking and analysing data (preferably attendance data).
• Experience keeping clear, confidential and accurate casework records.

Skills and knowledge
• Good understanding of attendance legislation, safeguarding, and child protection procedures in a primary school context.
• Knowledge of Early Help processes, thresholds of need and local support pathways for children and families.
• Competent IT skills, including use of MIS (e.g. Bromcom), Microsoft Office, and Google Workspace.
• Ability to build effective relationships with pupils, families, staff, and external partners.
• Strong organisational and administrative skills; ability to maintain accurate records.
• Ability to handle sensitive conversations calmly, professionally and with empathy, while maintaining clear boundaries.
• Ability to assess needs, agree practical actions with families, monitor progress and escalate concerns appropriately.
• Knowledge of restorative and solution-focused approaches.
• Understanding of equality, diversity and inclusion, and the barriers some families may face when engaging with school or services.

Personal qualities
• Commitment to upholding and promoting the ethos and values of Brampton Primary School.
• Strong interpersonal skills, with discretion and the ability to handle sensitive information confidentially.
• Warm, approachable and resilient, with the confidence to challenge sensitively when needed.
• Ability to work flexibly, independently, and as part of a team.
• Positive, proactive, and resilient approach.
• Commitment to equality, diversity, and inclusion.
• Commitment to improving outcomes for children and families through early intervention, partnership working and high expectations.
Additional Notes
• This role will require regular contact with pupils and families and is subject to an enhanced DBS check and safer recruitment procedures.
• The postholder will be expected to work in accordance with school policies, including safeguarding, child protection, attendance, behaviour, confidentiality, data protection, health and safety, and equalities policies.
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