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PASTORAL ASSISTANT – STUDENT WELFARE
Grade 4 Actual Salary £18,453.00 - £22,608.00    22.5 hours per week Term Time only

JOB DESCRIPTION
You will be responsible for:
· Promoting positive attitudes by students and families towards attendance ensuring that parents are made fully aware of their statutory responsibilities.
· Analysing attendance data, identifying students with persistent absence and creating support plans and packages for these students and their families.
· Leading on Early Help Assessments to support families and remove barriers to students’ attendance.
· Working closely with external agencies to ensure appropriate support is put in place.
· Monitoring students’ attendance and leading on Fast Track to Attendance (An Early Help approach to improving pupil attendance) in line with Birmingham City Council’s guidance.
Your duties will include
· Acting as a Liaison Officer between home and school on matters related to education welfare and school attendance.
· Offering advice, assistance and support to parents/carers and students on school attendance issues, including students with complex and additional needs.  Advising on assistance, which may be available from other agencies.
· Assessing reasons for students who have persistent absence and initiating appropriate action plans to improve it.
· Leading on Home visits for these persistence absentees in line with whole school attendance policy and safeguarding procedures and in line with Lumen Christi Catholic Multi Academy Company Lone working Policy.
· Leading Early Help Assessments to support families where their child’s attendance is a barrier to their engagement in school and thus their overall achievement.
· In line with Birmingham City Council’s Fast Track to Attendance, initiating legal action as appropriate to enforce school attendance, in conjunction with the Local Authority.
· Preparing paperwork for presentation to the Local Authority.
· Attending and presenting reports to case discussions/conferences as required.
· Attending legal proceedings and presenting records and reports as and when required.
· Establishing and maintaining good working relationships with appropriate agencies, e.g. Educational Psychologists, social Workers, Family support Workers Health Workers (such as Forward-Thinking Birmingham, School Nurse Team) etc.
· Making appropriate referrals to these agencies where factors affecting attendance to school are identified and rigorously following up on thee referrals.
· Escorting students/parents/carers when necessary to school/meetings.
· Monitoring arrangements made for the transport of pupils to school and bring any difficulties to the attention of the SLT lead for Attendance and safeguarding team.
· Attending and presenting reports to case discussions including Safeguarding, Children in Need and Child Protection Conferences.
· Supporting the school in achieving the targets of DFE in relation to persistent absentees and attendance.
· Assisting with staff training in school with issues relating to attendance and Legal Proceedings.
· Meeting regularly with the SLT Lead for attendance and wider attendance team to review cases and identify next steps.
· Perform any other such duties as the SLT over Attendance or Principal may from time to time determine.
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Whilst every effort has been made to outline the key duties and responsibilities of the role, it is not
an exhaustive list. The duties and responsibilities of the role may vary from time to time,
commensurate with and without changing the general character of the duties or the level of
responsibility entailed and would not in itself justify a reconsideration of the grading of the post.

The Multi-academy will endeavour to make any necessary reasonable adjustments to the job and
the working environment to enable access to employment opportunities for disabled applicants or
continued employment for any employee who develops a disabling condition.


[image: ]
image1.png
St

Thomas
Aquinas

Catholic School & Sixth Form

St. Thomas Aqinas Catholic School
Wychall Lane, Kings Norton,
Birmingham B38 8AP

T 0121464 4643

E: enquiry@stacs.org a3
waw.stacs.org e
Principal: Mr C. Martin





image2.png




image3.png
Commltted Learners. Exceptlonal People.





