Manchester City Council 

Job Description

School Attendance Support Officer, Grade 5

The post holder will report to the Headteacher. Apart from other colleagues in the school, the main contacts of the job are: SLT, HSLO, teaching staff, other support staff and pupils. 

Main Purpose of the Job:

To work collaboratively with all staff and parents in order to support student well- being and attendance.
To ensure that all students of compulsory school age receive appropriate support to achieve full attendance.

To create and sustain effective partnerships and maintain excellent working relationships with students, parents/carers. 

To support and encourage students to achieve their greatest academic potential.

To support the school to ensure the achievement of attendance objectives.

Main Duties

1. To work alongside the HSLO to signpost families/parents to access agencies where necessary, to help ensure their child fully benefits from the educational opportunities available and enable parents to fully support their children through school to maximise potential.

2. To follow attendance policies and procedures which include, but are not limited to, first day calling, home visits, Early help referrals, targeted parent support, targeted pupil support and penalty notices.
3. To work with colleagues and outside agencies in the gathering of information to assist and implement Individual Action Plans for students identified as requiring support.

4. To support the work of colleagues with parents where poor/irregular attendance/behaviour is identified as a problem and where exclusion is identified to be a risk, minimising absenteeism and risk of exclusion

5. To support with academic interventions with pupils who are at risk of falling behind due to poor attendance.
6. To implement Statutory Regulations as appropriate when parents/carers do not comply with the attendance legal requirements.

7. To be responsible for keeping and updating records of parental communication and visits relating to attendance and exclusions on CPOMS.
8. To support with emotional well-being interventions for children experiencing anxiety based school avoidance.
9. To accurately maintain case file paperwork and all documentary evidence to be presented to SLT, Governors and LA.
10. To ensure that appropriate administrative processes and systems are established, maintained, reviewed and developed to meet the needs of the school. 

11. To develop procedures to effectively track and monitor attendance levels for individual pupils.
12. To distribute and update attendance monitoring templates, policy and LA updates to all stakeholders.
13. To provide attendance support to the safeguarding team at meetings.

14. Be available at Parents’ evenings.
15. To work as part of a team to support colleagues and contribute to the vision and ethos of the school.

16. To undertake personal development to improve own practice

17. To respond to all queries from a wide range of people in an efficient and courteous manner, using initiative and creativity to resolve problems in a timely manner.
18. To Have an active presence at the start of the school day to support and encourage good punctuality.
19. Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and external communications.

Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.

Manchester City Council

Person Specification

Attendance Support Officer

For this job we are looking for:

Willingness to develop knowledge and understanding of attendance, pupil exclusion and child protection regulations.

Knowledge and understanding of working with children and families and dealing with barriers to education.
Willingness to develop knowledge and understanding of academic interventions and anxiety based school avoidance.

Experience of working in a team and ability to work collaboratively with multi-agency colleagues, while understanding issues around confidentiality.
Ability to keep accurate records. 

Ability to work without supervision and prioritise own workload.

Willingness to develop knowledge and understanding of statutory legislation, guidelines and policies on attendance.
Ability to use Information Management Systems and Attendance Recording Systems.

Problem solving skills and the ability to identify practical solutions. 
Effective and persuasive communicator both verbally and in writing, with the ability to draft letters and reports.
Excellent IT skills, including spreadsheets, databases and word processing.

Ability to adapt to challenging situations and people and respond appropriately using negotiation and influencing skills to achieve objectives.

Willingness to abide by the City Council’s and school policies.

Personal Style and Behaviour 

Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.

Self motivation and personal drive to complete tasks to the required timescales and quality standards.

The flexibility to adapt to changing workload demands and new school challenges.

Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the service users. 

Personal commitment to continuous self-development. 

Personal commitment to continuous service improvement. 

Personal commitment to the school’s professional standards, including dress code, at all times

Be willing to consent to and apply for an enhanced disclosure to a DBS check.

