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AES Job Description – Professional Support Staff



	Name:		       	
	Team: 			Achievement


	Post: 			Student Attendance and
			Inclusion Manager
	Scale:			5
Point:			10-13


	Date appointed to 
post: 
	Date appointed to 
school: 


	Senior Line Manager:  Business Manager

	Immigration Status: 

	Line Management 
Responsibilities:  	 
	Hours:  		37 Hours p/w Term Time
			And 3 Training Days
  

	Line Manager:
	

	Job purpose:  

· To help support the school’s approach to inclusion, ensuring that attendance, behaviour, and engagement strategies actively remove barriers to learning and enable all students to succeed and feel connected and valued
· To support the implementation, evaluation, and continuous improvement of the school’s attendance and behaviour policies as key drivers of inclusion 
· To develop proactive, early-intervention approaches that encourage, enable, and support students and families to maximise attendance, participation, and engagement in learning 
· To identify patterns and root causes of non-attendance and disengagement, and coordinate support through effective partnership working with multi-agency services, charities, and external providers 
· To support senior leaders in the design, implementation, and monitoring of personalised attendance and reintegration plans, ensuring clear targets, robust tracking, and evaluation of impact 
· To champion inclusive practice by strengthening home–school partnerships and promoting a culture of belonging, high expectations, and sustained participation for all learners in order that every child feels safe and connected in our school environment
· To coordinate reintegration and re-engagement planning for students returning to school or accessing alternative provision, ensuring smooth transitions and sustained success 
· To oversee support for students at risk of exclusion, including those with reduced or adapted timetables, ensuring continuity of education and safeguarding of progress 
· To provide coaching, mentoring, and targeted intervention for students presenting with social, emotional, and behavioural needs, promoting positive behaviour and resilience 
· To ensure effective liaison with parents/carers and alternative education providers, maintaining oversight of safeguarding, quality of provision, and student outcomes in order to ensure impactful and consistent parent-school engagement
· To contribute to the development of a whole-school culture of inclusion, where all systems, policies, and practices are aligned to improve attendance, engagement, and life chances for every student 


	Duties:
· To produce support and intervention plans, negotiate referrals, advise and consult on necessary provision
· To advise and support senior leaders in making application to the courts and prepare the necessary evidence and administration to support these
· To keep professional, accurate and well-managed records of case studies and histories on CPOMS, as necessary
· To liaise with the DSL and safeguarding team, pastoral team, Attendance Manager, Year Leaders, teachers and Senior Leaders to ensure all students feel safe, well and secure.
· Conduct home-visits accompanied by another member of staff, where appropriate and reasonable to build positive home/school partnerships
· Signpost parents to practical parenting skills advice and guidance for supporting good attendance and sign-post any external/on-line support available to them
· Maintain record of students not regularly attending school, including those in Alternative Provision
· Liaise with Alternative Provision agencies and ensure all the appropriate paperwork/agreements.
· Organise Alternative Provision site visits and keep accurate records of safeguarding checks.
· Liaise with parents and leadership team to initiate an Education Access referral.
· Send reminder emails each day to Tutors of students who have been absent for 3 days due to illness, track responses and escalate to Year Leaders where necessary
· Provide administrative support for the statutory attendance processes including attendance at meetings, production and sending of statutory documents, and maintain tracking system of theses attendance processes for SLT
· Provide support to students who experience difficulties attending lessons in school. 
	

	General duties:

· Attend relevant training and take responsibility for own development, taking part in the performance management review in discussion with your line manager.
· Attend relevant school meetings.
· To respect confidentiality of all information at all times.
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy.
· Provide feedback and advice to line manager and senior leaders, as appropriate
· Act as role models for children, liaising with them as appropriate.
· Understand, promote and act in accordance with the school’s policy and practice regarding safeguarding and the welfare of children and young people 
· The duties are neither exclusive nor exhaustive and the post holder may be required by the Headteachers to carry out appropriate, reasonable additional duties, including supporting other Professional Support Staff Teams, within the context of the job, skills and grade.


	International ethos:
· To support and promote the school’s distinctive ethos and curriculum
· To support the school visits programme as appropriate e.g Taking part in the visits, supporting Anglo Fringe etc
· Be familiar with the varying needs and characteristics of different faiths and cultures


	Administrative / CPD:
· To ensure administration is carried out in accordance with the current and related legislation.
· Ensure administration and record keeping is compliant with GDPR
· Undertake any training commensurate with the post.








































AES PERSON SPECIFICATON

	Experience

	· Successful recent experience working in a school
· Working effectively as part of a team
· Supporting students in meeting expectations 


	Qualifications




	Essential
· Experience in general administration 
· Educated to NVQ Level 2 or equivalent in English and Mathematics
· Competence with IT programs such as Word, Excel and PowerPoint

	Desirable:
·  Previous experience supporting curriculum needs

	
Knowledge, Skills & Aptitudes



	· Ability to exchange verbal information clearly and sensitively
· Ability to negotiate effectively to achieve best outcomes
· The skills needed to work successfully in a team and to contribute to group thinking and planning
· A positive approach to work, based on finding solutions to any given problem.
· An ability to be flexible and creative
· An ability to follow instructions accurately
· An ability to use own initiative and work independently
· An ability to communicate effectively with adults and children, verbally and in writing
· An ability to motivate, inspire and have high expectations of pupils
· An ability to work calmly under pressure, showing patience, enthusiasm, resilience, initiative and kindness in adversity
· A strong “can do” attitude
· Understand and comply with procedures and legislation relating to confidentiality
· Demonstrate a clear commitment to develop and learn in the role
· Ability to effectively evaluate own performance
· Understand and comply procedures and legislation relating to confidentiality


	
	Personal Development & Welfare: 
· An understanding of Child Protection and Safeguarding policies and procedures
· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place
· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education


	
	International: 
· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  


	
	Administrative/CPD:
· A commitment to their own personal development and the continuing progress of the school 
· Effective time management and the ability to maintain a proper work-life balance
· Effective use of standard IT programs such as Word, Excel and PowerPoint 
· An awareness of, and commitment to equalities of opportunity and inclusion in education




VACANCY - Student Welfare and Inclusion Manager - MAY 2026
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