[bookmark: _GoBack]Job Title: Responsible to: Key Relationships/ Liaison with: Assistant Headteacher – Student Welfare
Job Purpose: Attendance and Family Liaison Officer 
To facilitate partnerships between home, school, the wider school community and other agencies, by support, liaison and negotiation; and where conflict arises to act as a facilitator in finding successful resolutions. 
To lead on monitoring and improving the attendance of all students. 
To support with any student challenges including behaviour, social emotional, and/or relationship issues and support with re-integrating students back into classes where needed. 
MAIN DUTIES AND RESPONSIBILITIES: 
Support: 
• Comply with all school policies and procedures. 
• Commit to the safeguarding and promoting of the welfare of children and young people. 
• Adhere to existing working practices, methods, procedures, undertake relevant training and development activities and to respond positively to new and alternative systems. 
• Attend relevant school meetings, as well as any other relevant meetings associated with this role. 
• Meet with staff, students and parents to identify problems and possible solutions. 
• Complete administrative tasks such as writing up case notes, sending letters to parents, preparing academy reports and building a rigorous evidence base of intervention. 
• Work closely with vulnerable students in small groups or 1:1 sessions. 
• Monitor the attendance of all students, run interventions, work with families and staff to improve the attendance of students. 
• Any other reasonable duties as required by the Leadership team. 
• To make visits to students' homes on attendance matters, and to discuss with students and parent’s solutions to the barriers to learning they are experiencing, which is adversely affecting their attendance at school. 
• Follow up student absences and lateness by telephone or other means, daily, along with admin staff. 
• With guidance from the school, to ensure such problems which are outside the remit of the Family Support Worker are referred to an appropriate alternative agency to ensure that advice and expertise is available. 
• Identify individuals and/or groups of students that require additional support to improve their levels of attendance and punctuality and to take the lead on raising standards. 
• In liaison with the school management, attend follow up meetings and other relevant meetings with parents/carers and/or other professionals to provide relevant information, offer support and seek ways in which the school can help in improving individual attendance and punctuality. 
• Establish and maintain positive and productive relationships with all students, parents/carers, colleagues and other professionals including Local Authority and Childcare Service and Social Care, to develop and maintain these professional relationships. 
• Provide accurate and regular attendance and lateness reports to relevant colleagues, and the Senior Leadership Team. 
• Liaise with outside agencies, parents/carers, social services, local authority and/or organisations in relation to information on student attendance and punctuality. 
• Take on the roles and responsibilities as determined by existing and successive legislation that may have an impact upon the role. 
• Play a key role in the formulating, monitoring and evaluation of Inclusion Plans, support plans and Attendance Improvement Plans where appropriate alongside the Assistant Headteacher
 • To work directly with the relevant individual student/ tutor / pastoral / keyworkers / learning mentors to assist in the multidisciplinary approach adopted at the academies. 
• To keep the Head teacher fully informed about such matters as fall within the remit of the Family Support Worker. 
• To develop links with and utilise the resources of the community by effectively signposting and encouraging the access of all appropriately identified services. 
• To promote an atmosphere in which parents/carers are encouraged to take responsibility for meeting the needs of their children. 
• To track and keep up to date all records 
• Attendance at Core Group meetings – Inclusion Meetings
• Keyworker of identified students 
• Actively involved in the school operations during the day General Duties Student Support Work alongside Inclusion and Wellbeing Team to effectively support student development through effective Reflection and support to develop regulation. 
To run small group and 1:1 session with vulnerable students identified by the school/Team. Support the organisation and delivering of EHCP reviews, working alongside SENCo to ensure implementation. Support tracking of student EHCP and Personal Development outcomes, providing support and advise to Teachers and Supporting staff to raise achievement. 
Operationally be available to support student needs. 
To monitor and track all students’ attendance to ensure their regular attendance at the school and to take further action through letters and meetings if needed in conjunction with the leadership team. 
To take supportive/remedial action in respect of individual absentees, to secure their regular attendance. To advise and assist families and students to reduce non-attendance, and to provide liaison between students, the school and/or families to secure regular attendance at school. 
Give advice and support to the schools Teachers and Support team and on policies/procedures/strategies in relation to the whole approach of managing individual student attendance. 
Monitor and record the outcomes of planning with parents/student to improve attendance, maintaining efficient and records. Effective updates on individual Attendance Improvement Plans. Family, Community, and Multi Agency Liaison To work directly with children and their families in the community, within their homes as well as at the school, to promote, strengthen and develop the relationship between families, children and young people and the school. 
To help develop and sustain collaborative links with relevant agencies, practitioners and parents to support children/young people and their families. 
The Family Support Worker will be required to work in a variety of settings, in particular the home and school environment to develop, plan and participate in programmes of work with families and children, both individually and in groups. 
WHOLE SERVICE RESPONSIBILITIES: 
• Support our commitment to safeguarding children and promoting their welfare 
• Be aware of and comply with all policies and procedures, reporting all concerns to the appropriate person 
• Be aware and support differences and ensure all pupils have equal access to opportunities to learn and develop 
• Maintain constructive relationships with colleagues to support achievement and progress of pupils and contribute to the overall ethos, work and aims of the school 
• Take responsibility for providing Basic First Aid on site (once training provided) 
• Be aware of the importance of e-safety, confidentiality and compliance with Data Protection Law and GDPR. 
• Willingness to be flexible in both approach & use of time. 
• All tasks should be undertaken with due regard to Health & Safety Regulations. 
• To undertake such other duties which are within the scope of the job purpose, title of the job and its grade. 
This post is subject to a check being carried out at an Enhanced level by the Disclosure and Barring Service regarding any previous criminal record. The post holder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the business. 
All employees are expected to promote and safeguard the welfare of students at this school. The Proprietors are seeking to promote the employment of people with disabilities and will make any adjustments considered reasonable to the above duties under the terms of the Disability Discrimination Act 1995 to accommodate a suitable candidate with a disability. 
This Job Description sets out the responsibilities of the post at the time it was drawn up. Such responsibilities may vary from time to time without changing the general character and requirements of the post or the level of responsibility entailed. Variations are a common occurrence and do not necessarily constitute additional responsibilities or warrant a higher grade. 
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