Pastoral and Attendance Assistant Grade: GR3
Job Description

1. Job Purpose

1.1 To work under the direction of the Designated Senior Leader (DSL) and Senior Attendance Champion to provide efficient assistance relating to pastoral and attendance matters as appropriate.

2. Key Responsibilities

2.1 To provide administrative support for the schools’ attendance procedures including making phone calls to parents and external agencies and producing standard letters and documents. 

2.2 To provide administrative support for the schools safeguarding procedures, including responding to safeguarding logs through working with pupils and communicating with parents and external agencies.

2.3 Become a Deputy Designated Safeguarding Lead, supervised by the DSL to act as a designated member of staff when trained.
2.4 Pursue reasons for absence by telephone and in writing and occasionally home visits (accompanied by another member of staff)
2.5 Build positive relations with parents/carers to encourage family involvement in their child’s attendance and schooling

2.6 Coordinate meetings with pupils and parents/carers to implement pastoral and/or attendance interventions and track progress 

2.7 Build positive relationships with children including gathering their voice through 3 houses and implementing interventions to improve wellbeing and / or attendance.

2.8 To produce and undertake the maintenance of schools’ manual and computerised record systems relating to safeguarding and attendance, such as MyConcern logs.

2.9 To provide administrative support including word processing, filing, arranging photocopying and collating of resources.
2.10 Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 

2.11 To actively contribute to development initiatives to improve the efficiency and effectiveness of the support services

2.12 To adhere to the ethos of the school

2.12.1 To promote the agreed vision and aims of the school

2.12.2 To set an example of personal integrity and professionalism
2.13 Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with

2.14 To ensure all tasks are carried out with due regard to Health and Safety

2.15 Any other duties as commensurate within the grade in order to ensure the smooth running of the school

3. Supervision Received

3.1 Supervising Officer’s Job Title: Designated Senior Leader / Senior Attendance Champion
3.2 Level of supervision:

1.
Regularly supervised with work checked by supervisor

2.
Left to work within establishment guidelines subject to scrutiny by supervisor

3.
Plan own work to ensure the meeting of defined objectives

4. Supervision Given (excludes those who are indirectly supervised i.e. through others)
	Post Title
	Grade
	No of Posts
	Level of Supervision (as in 3.2 above)

	None
	
	
	


5. Special Conditions – None

Person Specification: Pastoral and Attendance Assistant
Method of Assessment (MOA)

	AF
Application Form
	C
Certificate
	I
Interview
	T
Test or Exercise
	P
Presentation


	Criteria
	Desirable
	MOA

	Education/

Qualifications

NB:  Full regard must be paid to overseas qualifications.
	· GCSE Maths & English Grade 4/C or above (or equivalent) 

· Education up to A-Level/Level 3 standard 
	AF/C



	Experience

Relevant work and other experience
	· Experience working in a school environment

· Experience working with EYFS/KS1 children

· Experience working directly with parents 

· Experience of providing pastoral and/or attendance support
	AF/I

	Skills & Ability

e.g. written communication skills, dealing with the public etc.
	· Good listening skills 

· Calm and confident manner

· Effective written and verbal communication skills

· Good organizational skills

· Working knowledge of excel and computer systems.

· Knowledge of safeguarding procedures used within schools and the role of external safeguarding partners.

· Knowledge of the possible interventions to raise attendance

· Knowledge of the potential barriers to high attendance that pupils may face 

· Ability to use IT systems and to conduct analysis and produce reports 

· Ability to create good relationships with pupils, staff and parents 
· An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016

	AF/I/T

	Training
	· DSL Qualification or willingness to undertake training
· First Aid Qualification

· Support First (Birmingham’s Attendance Procedure) Training
	AF/C

	Other
	· Sympathy with the Christian ethos of the school.
	AF/I


All staff are expected to understand and be committed to Equal Opportunities in employment and service delivery.

Reviewed by:

Date:
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