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JOB DESCRIPTION & PERSON SPECIFICATION
ASSISTANT HOME SCHOOL LIAISON OFFICER

	Job Title: Assistant Home School Liaison Officer
Work Location: Academy and Community Based 
Salary: Grade 4, SCP 6-11 (actual salary: £17,562 - £19,445)
Accountable to: Principal
Line Manager: Attendance Manager, Assistant Principal
Liaising with:  All staff, students, external suppliers as required
Working Time/Hours: 30 hours per week. Monday-Friday. Term time only.



General Job Purpose:
To support the Home School Liaison Officer in strengthening links between school, home, and external agencies to improve student attendance, engagement, and overall wellbeing. The postholder will play a vital role in early intervention, pastoral care, and ensuring that every child has the opportunity to thrive both in and outside of the classroom.

Key Responsibilities:

1. Supporting Students & Families
· Build positive relationships with students and families to identify barriers to attendance, engagement, or wellbeing
· Assist with home visits where appropriate to support student welfare and encourage school attendance
· Support parents/carers in accessing services or support, including signposting and referrals to relevant agencies

2. Attendance & Safeguarding
· Monitor attendance data and follow up on concerns in partnership with the Assistant Principal, Attendance Officer  and Designated Safeguarding Lead (DSL)
· Working with families to understand the reasons for non-attendance and develop strategies to improve it. 
· Liaising with key staff (Assistant Principal, Attendance Officer and Heads of Year) teaching staff, and external professionals and multi agency partners, to address persistent absence issues
· Monitoring student attendance and identifying patterns of absence or lateness. 
· Contribute to the implementation of strategies to improve individual and group attendance


· Maintain accurate and confidential records of interactions with students and families
· Escalate safeguarding concerns in line with school policies
· If required, to join student Attendance Panels, Parental Attendance workshops or Attendance clinics 

3. Communication & Partnership
· Liaise with teaching staff, pastoral teams, external professionals, and multi-agency partners
· Support the coordination of meetings with parents/carers and external services (e.g. Early Help, CAMHS, social care)
· Attend relevant pastoral and safeguarding meetings when required

4. Promoting a Positive School Culture:

· Work alongside all staff to support and contribute to a positive and inclusive school environment. 
· Promote awareness of school policies and procedures 
· Supporting initiatives that enhance student engagement and achievement 


5. General Responsibilities
· Promote and uphold the school’s values, ethos, and safeguarding responsibilities
· Attend relevant training, supervision, and professional development opportunities
· Undertake any other reasonable duties consistent with the role
· To be able to drive to the homes of students who require a safe and well visit or check in. 


For further details of the job role and expectations of working within the Academy, details can be discussed on a visit or interview. Please contact Anna Morgan a.morgan@josephleckieacademy.co.uk 

Safeguarding 
Joseph Leckie Academy is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Joseph Leckie Academy. Any safeguarding or child protection issues must be acted upon immediately by informing the Designated Safeguarding Lead or DDSL. 
This job description reflects the policies agreed by the Trustees. The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over time. This job description will be reviewed regularly and is an integral part of the appraisal and line management process. 

Employee Signature……………………………………………………………………………………………………………. Date………………………………. 
Print Name (Employee)…………………………………………………………………………………………………………………………………………………
Employer Signature……………………………………………………………………………………………………………. Date……………………………….. 
Print Name (Employer)………………………………………………………………………………………………………………………………………………….
Job Title…………………………………………………………………………………………………………………………………………………………………………
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Personal Specification 
Home School Liaison Officer




	Criteria
	Essential (E)
Desirable (D)
	Source
(see below)

	Qualifications, Experience, Skills and Personal Attributes 

	Experience working with young people in an educational, pastoral, youth work or family support setting
	E
	A

	Knowledge of issues affecting school attendance and engagement
	E
	A, I

	Understanding of safeguarding procedures and the ability to act on concerns appropriately
	D
	A,I

	Strong communication and interpersonal skills with students, families, and professionals
	E
	  A, I, R

	Ability to work sensitively, confidentially, and with cultural awareness
	D
	A,I,R

	Clear understanding of confidentiality
	E
	 A, I, R

	Excellent communications skills, both written and verbal
	E
	 A, I, R

	Able to build positive, successful relationships with staff, pupils, staff and the wider community
	E
	 A, I, R

	The ability to work unsupervised and as part of a wider team
	E
	 A, I, R

	Good organisation, record-keeping, and IT skills (e.g. use of MIS, email, reporting)
	E
	 A, I, R

	Work flexibly to meet the needs of the Academy 
	E
	

	Experience of home visits or outreach work with families
	E
	

	Experience working with external agencies and multi-agency teams
	E
	A, I, R

	Relevant qualification in education, social care, youth work or family support
	E
	A, I, R

	Full UK driving licence and access to a vehicle (home visits are part of the role)
	E
	A, I, R

	Exemplify the Academy’s vision, values and ethos through professional and personal behaviour 
	E
	A, I, R

	Ability to work effectively in a public facing role
	E
	A, I, R

	Resilience in challenging situations and conversations
	E
	A, I, R

	Warm, friendly and assertive approach 
	E
	A, I, R

	Motivation to work with children and young people
	E
	A, I, R

	A desire and drive to continually strive to improve the level of service offered to all “customers”
	E
	A, I, R

	Calm and composed manner at all times 
	E
	A, I, R

	A willingness to undertake any training required for the role
	E
	  A, I, R

	A commitment to safeguarding and welfare of young people
	E
	A, I,

	First Aid qualification (or willingness to undertake a First Aid Qualification)
	E
	[bookmark: _GoBack]A, I


A = Application Form     R= Reference     I = Interview 			
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