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Reporting to the Assistant Headteacher

Grade		LA Support Staff Pay Scale Points 12 - 14 
Hours		37 hours per week, term time only

You will work proactively with families, pupils and external agencies to improve attendance, engagement and outcomes for pupils at the PRU. You will provide early intervention support, build positive relationships with families, and coordinate multi-agency working to address barriers to attendance and learning. You will be responsible for monitoring and tracking attendance data, implementing intervention strategies, and supporting pupils and families with complex needs.

Responsibilities and Duties

Attendance Management1. Monitor daily attendance and punctuality, identifying patterns and trends requiring intervention.
2. Maintain accurate attendance records and registers in accordance with statutory requirements and school procedures.
3. Make first day contact with families when pupils are absent, following up persistent absence with home visits where appropriate.
4. Coordinate and lead attendance panel meetings with parents/carers and pupils to address attendance concerns.
5. Implement targeted interventions to improve attendance, including attendance contracts and action plans.
6. Prepare and submit reports to the Education Welfare Service and other agencies as required, including referrals for persistent absence.
7. Analyse attendance data and provide regular reports to SLT, identifying trends and recommending strategies for improvement.
Family Support and Engagement1. Build and maintain positive, professional relationships with families, acting as a key point of contact and support.
2. Conduct home visits to engage hard-to-reach families and assess family circumstances that may be impacting attendance or engagement.
3. Provide early help and intervention to families, signposting to appropriate services and support agencies.
4. Support families in accessing external services including housing, benefits, mental health support, and parenting programmes.
5. Facilitate parent/carer workshops and information sessions to support positive engagement with education.
6. Mediate between school and families to resolve conflicts and build understanding of the school's expectations and support offer.
7. Support pupils and families during transition periods, including admission to the PRU and reintegration to mainstream provision.
Multi-Agency Working1. Liaise with external agencies including social care, CAMHS, Youth Offending Service, Education Welfare Service, and health professionals.
2. Attend and contribute to multi-agency meetings including Child in Need meetings, Child Protection conferences, and Team Around the Family meetings.
3. Coordinate early help assessments and support plans, working collaboratively with families and agencies.
4. Maintain professional relationships with partner agencies, ensuring effective communication and information sharing in line with safeguarding procedures.
5. Act as a lead professional for early help cases where appropriate, coordinating support around the family.
Safeguarding and Pupil Welfare1. Maintain a strong understanding of safeguarding procedures and respond appropriately to safeguarding concerns.
2. Identify pupils and families who may be at risk and take appropriate action in line with safeguarding policies.
3. Work closely with the Designated Safeguarding Lead to ensure pupils' welfare and safety is prioritized.
4. Maintain confidential records relating to safeguarding and family support in accordance with GDPR and data protection requirements.
5. Support children looked after and previously looked after, working with virtual school and social workers.
Administrative and General Duties1. Maintain accurate and up-to-date records on school information systems including case notes and attendance data.
2. Prepare reports for senior leaders, governors, and external agencies as required.
3. Contribute to school self-evaluation and improvement planning in relation to attendance and family engagement.
4. Keep up to date with developments in education welfare, safeguarding, and family support through training and professional development.
5. Undertake any other reasonable duties as requested by the Headteacher.
Personal and Professional Conduct1. Uphold professional standards and maintain appropriate boundaries in all interactions with pupils and families.
2. Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality.
3. Understand and act within the statutory frameworks relating to safeguarding, attendance, and family support.
4. Work collaboratively with colleagues to support the school's vision and values

This job description sets out the main responsibilities for the postholder but is not intended to be an exhaustive list. Specific duties may change from time to time without changing the general nature of the post and the postholder is expected to be flexible in the range of responsibilities they undertake.
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	Attributes
	Essential
	Desirable

	Experience
	· Experience of working with children, young people and families.
· Experience of attendance monitoring and intervention work.
· Experience of working with vulnerable families and children with complex needs.
· Experience of conducting home visits and working in community settings.
· Experience of maintaining confidential records and case management systems.
	· Experience of working in a PRU, alternative provision or similar challenging educational setting.
· Experience of multi-agency working and coordinating support.
· Experience of delivering early help interventions or lead professional role.
· Experience of working with pupils with SEMH or challenging behaviour.

	Qualifications & Training
	· Good standard of general education (minimum Level 2 literacy and numeracy or equivalent).
· Evidence of recent and continuing professional development.
· Safeguarding training (or willingness to undertake).
· Full UK driving licence and access to own vehicle for work purposes.
	· Level 3 qualification or higher in relevant field (e.g. youth work, social care, family support, education welfare).
· Training in early help assessment processes.
· Restorative practice or mediation training.
· Team Teach or similar behaviour management training.

	Equality
	· A personal commitment to the promotion of equal opportunities, diversity and promoting good race relations.
· Candidates should indicate an acceptance of and commitment to the principles underlying the Trust's Equal Rights policies and practices.
	· Trained in Equality of Opportunity

	Disposition; Adjustment/Attitude
	· Excellent interpersonal and communication skills 
· ability to work empathetically with families in crisis.
· Resilient, self-motivated and able to work independently.
· Ability to remain calm under pressure and manage challenging situations.
· Ability to work constructively as part of a team.
· Professional boundaries and understanding of confidentiality.
	· Participation in work with other schools/agencies.

	Skills, Knowledge, Aptitudes
	· Understanding of safeguarding procedures and child protection.
· Awareness of KCSIE and statutory safeguarding requirements.
· Knowledge of attendance legislation and Education Welfare processes.
· Understanding of barriers to attendance and engagement for vulnerable pupils.
· Ability to analyse attendance data and identify patterns requiring intervention.
· IT skills including database management and report writing.
· Ability to maintain accurate records and write professional reports.
· Understanding of GDPR and data protection in relation to pupil and family information.

	· Knowledge of early help assessment frameworks.
· Understanding of the characteristics and needs of pupils in PRU settings.
· Awareness of trauma-informed approaches to working with families.
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