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Job Description 

Post Title:		Educational Welfare Officer (EWO)

Location: 		Derby Moor Spencer Academy

Salary/Pay Range:	NJC28 – NJC32

Hours of work: 	37 hours per week, Term time plus two weeks.
Working time for this role will be split between 3 days based at Derby Moor Spencer Academy and 2 days working at other Derby-based Spencer Academy Trust schools

Reporting to:		Multi Agency Team Manager

Purpose of Role
The Educational Welfare Officer (EWO) plays a vital role in promoting and ensuring regular school attendance and safeguarding children. The EWO works directly with families, pupils, and school staff to identify and address barriers to education, ensuring every child has access to consistent, safe, and supportive learning.
The EWO will be responsible for gathering and preparing documentation when legal action is required due to poor school attendance. Including but not limited to the paperwork involved in court proceedings or issuing penalty notices (fines) and ensuring compliance with local authority and national guidelines.
Nature and Scope
As a key member of the attendance team, the Educational Welfare Officer (EWO) is responsible for supporting the academy’s strategy to improve pupil attendance and ensure student welfare. The role requires a balance of proactive intervention, family engagement, data analysis, and multi-agency collaboration to promote regular school attendance and safeguard pupils' well-being.
The EWO works within the framework of the academic year, performing both regular and cyclical tasks in line with attendance monitoring, reporting, and enforcement. The post holder must be adept at working independently and collaboratively, making informed decisions, and maintaining accurate records.
This role requires confident use of the Trust’s standard IT systems and software, and close collaboration with internal staff and external partners, including local authorities and legal services. The scope of work extends from supportive early intervention to formal case preparation for legal action in accordance with local authority guidelines.
Main Duties and Responsibilities 
Attendance & Safeguarding
· Monitor daily and weekly attendance data, identify trends in persistent absence, and take appropriate action.
· Undertake home visits and school meetings to support families in addressing attendance issues.
· Liaise with local authority services and external agencies to coordinate support and interventions.
· Contribute to the school’s safeguarding practices and attend child protection or welfare meetings when required.
· Keep accurate, confidential, and up-to-date records on all cases, interventions, and communications.
Family Engagement & Pupil Support
· Build positive relationships with families and pupils to encourage attendance and engagement with learning.
· Provide guidance and support to parents/carers in meeting their legal responsibilities around school attendance.
· Support pupils who are experiencing challenges at home or in school that impact their attendance or wellbeing.
· Work with the school’s pastoral and safeguarding team to ensure holistic support for vulnerable children.
Record keeping and document preparation
· Dated notes from each home visit, including who was present, concerns raised, and agreed actions.
· Completion of penalty notice referral forms.
· Maintaining an up to date chronology of support, actions and interventions with families.
· Preparation of documentary evidence for prosecution.
· Referral form for legal intervention.
· Case summary to legal services team.
· Compliance with local authority prosecution guidelines and attendance enforcement protocols.
Reporting & Strategy
· Contribute to the development of the school’s attendance strategy and policies.
· Assist in writing reports and provide data analysis for senior leaders and governors as needed.
· Assist in writing case studies or evidence summaries for referrals to Early Help, social services, or court where necessary.

Duties may be varied to meet the changing demands of the academy at the reasonable discretion of the Principal.

General
· Work in a professional manner and with integrity and maintain confidentiality of records and information.
· Maintain up to date knowledge in line with national changes and legislation as appropriate to the role.
· Be aware of and comply with all Trust policies including in particular IT, Health and Safety and Safeguarding.
· Participate in the Trust Professional Performance Review process and undertake professional development as required.
· Adhere to all internal and external deadlines.
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role

These above-mentioned duties are neither exclusive nor exhaustive, the post- holder maybe required to carry out other duties as required by the Trust.

The Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our students and expects all employees and volunteers to share this commitment. All posts are subject to enhanced DBS checks and completion of Level 2 safeguarding training.


Person Specification – Educational Welfare Officer

	
	Essential
	Desirable

	Qualifications and experience 

	[bookmark: _Hlk135994883]Experience of working in educational welfare or social care setting
	
	

	A degree or higher-level qualification in a relevant field
	
	

	A levels or equivalent
	
	

	GCSE English and Maths grade c/4 (or equivalent)
	
	

	Strong literacy and numeracy skills are essential for writing reports and analysing attendance data.
	
	

	Evidence of ongoing professional development
	
	

	Willingness and desire to undertake further professional development and training
	
	

	Knowledge and skills

	[bookmark: _Hlk135994916]Excellent interpersonal and communication skills.
	
	

	Ability to deal with sensitive and confidential issues.
	
	

	Strong organisational and time-management abilities.
	
	

	Ability to work independently and manage a caseload.
	
	

	Competence in using IT systems and analysing data.
	
	

	A solid understanding of School attendance legislation
	
	

	Knowledge of the role of local authority legal proceedings and penalty notices
	
	

	Clear and confident in verbal and written communication.
	
	

	Able to explain complex legal or educational matters in a way that families understand.
	
	

	Able to challenge poor attendance and enforce legal requirements while remaining respectful and supportive.
	
	

	Personal qualities
	
	

	Able to understand the challenges faced by children and families without judgment.
	
	

	Passionate about helping children access their right to education.
	
	

	Sensitive to issues such as poverty, mental health, trauma, domestic abuse, and cultural differences.
	
	

	Builds trust with families through kindness and respect.
	
	

	Able to manage emotionally demanding and challenging situations calmly and constructively.
	
	

	Can cope with setbacks, safeguarding concerns, and emotionally complex cases.
	
	

	Skilled in active listening and encouraging open dialogue.
	
	

	Maintains professionalism when dealing with resistance, conflict, or distress.
	
	

	Understands how cultural, linguistic, and religious differences may impact attendance.
	
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