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JOB DESCRIPTION


	Post Title: Family Support Worker (with attendance responsibility)
	

	Grade:  7 (SCP 22 – 27)

	Workplace: New Leaf School
	

	Responsible to: DSL
	Date: September 2025
	

	Job Purpose:  The role of the FSW (with attendance responsibilities) is to assist in tackling underachievement by supporting and working in partnership with families, pupils, staff and other agencies to overcome barriers to learning, attendance and participation. To lead on matters involving attendance.


	Key Areas of Responsibility
Parent Support & Information 
· Promote parental involvement in their child’s education and positive behaviour.

· Understanding the primary rights and responsibilities of parents when raising their children and supporting parents to make positive changes.
· Support parents to identify and remove barriers to attendance, ensuring they understand the importance of attendance and the legal/ referral processes.
· Support parents through the SEN annual review process, ensuring they understand fully and are engaged in the process, acting as an advocate where needed.

· To provide impartial advice and information to parents, children and families and refer to relevant local services where necessary.

· With the agreement of parents, talk to pupils who are experiencing difficulties and convey the voice of the child to parents and school staff.

· Support parents through the key transition periods.

Support for Teaching and Learning
· Be jointly responsible for the daily check on absent pupils.
· Chase up reasons for absence and poor attendance.
· Provide support for pupils absent for long periods.
· Be available to staff and parents for home visits.
· Provide information and updates on pupil attendance with targets and strategies for improvement.
· Liaise with Education Welfare and other agencies to improve attendance and behaviour.

· Be a contact for attendance issues in school.

· Support pupils and staff with behaviour issues.

· To promote the least intrusive, positive handling strategy and a continuum of gradual and graded techniques, with an emphasis and preference for the use of verbal, non-verbal de-escalation strategies being used and exhausted before positive handling strategies are utilised. 
· Analyse attendance data and provide information for key data collection points
· Run Attendance reports for Attendance Lead, DSL, SLT and other relevant stakeholders
· Follow up unauthorised absence either by phone or letter
· Process parental requests for students requiring leave during term time and ensure parents/carers are aware of their statutory responsibilities by providing information and advice
Support for Pupils
· Devise ways in which to support the emotional wellbeing of pupils, including anger management, self-esteem, emotional resilience etc.

· Identify pupils who would benefit from the Retracking programme and deliver this programme on a 1:1 basis.

· Identify and refer pupils who are experiencing difficulties to other relevant agencies with parental permission.

· Act as an advocate for pupils who lack confidence to communicate their wishes and feelings.

· Support pupils during Transition periods. 
Reporting
· Keep records and all documentation pertaining to meetings/contact with children, families and other services.
· To conduct reviews and evaluations of any work done and the views of the service user.
· To ensure all communications are logged on the MIS used at New Leaf e.g. CPOMs/ SIMS.
Liaison with other agencies
· Participate in internal and cross-organisation meetings to develop strong working partnerships with other services in order to enrich the work of the school.
· Keep up to date on the range of services working locally and be aware of how they can be utilised best to benefit our pupils and families.
· Work closely with other services that are involved with individual pupils in order to maximise the benefit and exchange information when needed.
· Generate referrals and support parents in accessing external agencies.
Training and Supervision
· Attend training when required in order to enhance the role.
· Attend meetings with supervisor.
· Development and review of safeguarding policies in line with government legislation
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all



Person Specification

	Skills and knowledge

	Ability to effectively communicate with young people, families, other agencies and school staff effectively

	Good working knowledge of a Pupil Referral Unit school environment

	Must be able to use de-escalation techniques to defuse difficult situations or prevent them deteriorating

	Effective use of ICT

	Good understanding of Every Child Matters and the implications this has in the school environment

	To be able to work well as part of a team.

	A willingness to attend meetings

	Be adaptable and versatile

	An awareness of, and commitment to, equality of opportunity

	

	Experience: specify type, level and length required; if any. 

	At least 2 years’ experience in working in a challenging environment

	Experience of working with disadvantaged and hard to reach families in a professional capacity

	Previous experience of working with young people who experience social, emotional and behavioural difficulties is preferred

	Experience of multi-agency working

	Qualification: specify type and level required (including equivalents); if any.

	Excellent communication skills, both verbally and written

	Good standard of basic education (at least 5 GCSEs A-C Grade or equivalent experience)

	Training in relevant areas: Child Protection, Team Teach, Domestic Violence, Mentoring, Parenting Support

	A willingness to undertake further relevant training and gain specific qualifications



[image: image1.jpg]