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Education Welfare Officer 
___________________________________________________________________
Responsible to: Senior Assistant Headteacher
Responsible for: Educational Welfare of pupils
Salary/Grade: Band 6 SCP22
Working Hours: TTO, 37 hours per week 
Overall Responsibility
To promote positive attitudes and reduce barriers towards regular school attendance among pupils and parents/carers; improve attendance, engagement and support vulnerable children and families. The role involves working closely with the Local Authority and multi-agency partners to fulfil statutory obligations under relevant legislation. 
Key Responsibilities
Attendance Monitoring & Compliance
· Monitor attendance for all pupils, ensuring accuracy of registers and compliance with statutory requirements.
· analyse attendance data and produce reports for SLT, Governors and pastoral teams.
· Follow statutory/local procedures when attendance becomes a concern, including escalating cases that may lead to legal action.
· Manage legal processes relating to persistent absence, including unauthorised leave referrals.
· Work with administrative staff to ensure first‑day absence calls are made and MIS records are accurate.
 Direct Support for Pupils & Families
· Work directly with pupils and families to address barriers to attendance and engagement.
· Conduct home visits to identify issues, offer support, and implement strategies to improve attendance.
· Carry out safe‑and‑well checks, including for pupils in alternative provision.
· Manage a caseload of pupils with attendance or welfare issues and implement interventions as required.
· Support pupils to reintegrate into school following absence, illness or other barriers.
· Undertake attendance interviews and provide early‑help style support, signposting to external agencies where appropriate.
 

Safeguarding & Multi‑Agency Working
· Act as an advocate for young people and their families where appropriate.
· Work closely with external agencies including Social Services, Police, CAMHS, and Local Authority Education Welfare Services.
· Represent the school at multi‑agency meetings such as Child Protection Conferences and LAC Reviews.
· Monitor vulnerable groups including looked‑after children and those at risk of harm.
· Follow school safeguarding policies, statutory guidance, and maintain confidentiality and GDPR compliance.
Collaboration Within School
· Work closely with SLT, Heads of House, pastoral and attendance teams to raise attendance across the school.
· Support in decisions regarding sending student's home.
· Support positive attendance strategies and whole‑school attendance initiatives.
· Assist with transition support for vulnerable pupils entering secondary school.
· Maintain excellent working relationships with staff, parents/carers, and partner schools.
Administration & Record Keeping
· Maintain accurate case notes, records, and evidence of interventions.
· Prepare professional reports for internal and external use.
· Ensure all data handling complies with GDPR and school policies.
· Keep up to date with legislation relating to attendance, safeguarding and education welfare.
Professional Expectations
· Participate in ongoing professional development and performance management.
· Work flexibly to meet the needs of the school.
· Uphold responsibilities for health and safety for self and others.
· Undertake duties consistent with the role as required; duties may vary by agreement without altering the general nature of the post.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 
This job description is current at the date shown, but the above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post, in conjunction with the Headteacher to reflect or anticipate changes. 
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