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Job Description

Job Title:

Education Welfare Officer 
To work 5 mornings per week:  9.00 am to 1.00 pm
Term time only plus one week (39 weeks)

With the ability to work flexibly to meet the needs of the school 
Responsible to: 
Head of Pastoral Care & Guidance
Salary:                          
scp 23:  £27,741 (pro-rata)



Actual salary:  £12,950 (for working 20 hours per week – 39 weeks)            
Main Purpose of the Job:
To support the school to fulfil its statutory duties in relation to student attendance 
To work with school staff, pupils, parents and carers to promote high levels of attendance and 

improve punctuality
Main duties will be to:

· Create and maintain positive and productive relationships between home and school in order to establish the reasons for non-attendance, make assessments, and agree a plan for facilitating a return to school within specified timescales

· Work with parents/carers to assist in the development of a partnership between home and school and to help them understand and fulfil their legal responsibilities in relation to school attendance 
· Work with school staff/pupils/parents and carers to identify individual problems and possible solutions to reduce persistent absence, improve social/educational inclusion and behaviour
· Work with parents/carers and other agencies to improve their child’s attendance 
· Make home visits (regular and unannounced) as and when required, keeping clear and concise records of all visits and agreed actions
· Work with the pastoral team, the attendance officer and other external agencies to improve attendance and complete any necessary referrals

· Issue penalty notice referrals for unauthorised absences where appropriate and instigate

any legal action in accordance with school protocols, in consultation with the Head of Pastoral Care & Guidance
· Monitor the attendance of vulnerable groups of pupils and liaise with school staff

· Keep up to date with current legislation on attendance, and update relevant policies and procedures in accordance with any new guidance 
· Maintain notes and records of meetings and 

· Undertake attendance/registration inspection and whole school audits as appropriate

Additional:
· To maintain confidentiality of information acquired in the course of undertaking duties for the school

· To be responsible for your own continuing self-development, undertaking training as appropriate

· Support the work of teachers/support staff in encouraging improved attendance through rewards and incentives
· Contribute to the overall ethos/work/aims of the school

· To undertake any other reasonable duties, as directed by the Headteacher 
Person Specification
	Education/Qualifications/Training

· GCSE C+ qualifications/equivalent in Maths and English

· Full, clean driving licence

	Essential
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	Knowledge/Understanding

· Knowledge and awareness of legislation relating to school attendance
· Experience of working with young people of primary and/or secondary school age
· Experience and knowledge of the education system
· Experience of working with external agencies relating to the welfare of children  
· Excellent IT skills and knowledge of Microsoft Excel to create reports

· Experience of SIMS or similar data management system
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	Personal skills and abilities

· Excellent interpersonal and communication skills - at all levels
· Ability to use own initiative and work within school protocols and procedures
· Ability to work as part of a team

· Ability to work flexibly and to meet deadlines

· Ability to deal with difficult situations when they arise and have challenging conversations when required 
· Ability to develop respectful and professional relationships with students, parents/carers and colleagues 

· Calm under pressure, resilient, reliable and committed to inclusive education

· Reflective practice

· Firm commitment to the school and its ethos
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