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ROWHILL SCHOOL

JOB DESCRIPTION
JOB TITLE: 
Attendance & Family Liaison Officer
RESPONSIBLE TO:
Children and Families Manager
SALARY:
KR6 + SEN Allowance
HOURS:
32.5 Hours Term Time Only 8.30am – 3.30pm
Purpose of the Job:

To provide an efficient attendance service for the school.  To establish and develop a professional service to support the school in raising attendance, acting as a Home-School link with regards to attendance, investigating persistent absences and improving punctuality.  To engage with parents/carers and families, to provide early intervention, support and guidance. To increase engagement with the school and improve learning outcomes for pupils.  To liaise with and undertake referrals to other agencies as appropriate.

Key Duties and Responsibilities:

1. To record, monitor and analyse attendance records, utilising the electronic attendance module on SIMS.

2. Receive and record absence calls, to maintain first day absence calling and to answer calls within the agreed targets.

3. Collaboratively work to reduce the number of PA (Persistent Absence) and lateness numbers in the school.

4. Liaise with the Hub Tutors with respect to student behaviour/attendance/absence/tracking.

5. To attend and participate in regular meetings with the Children and Families Department for students and parents. Act as a minute taker, keeping clear and concise records.
6. Under the guidance of the DSL with overall responsibility for attendance, to effectively and proactively resolve all issues arising from attendance and analyse date and patterns in relation to absence.
7. Collaboratively work to identify reasons for non-attendance and facilitate a return to school using appropriate strategies within specified timescales.

8. To maintain productive working relationships with pupils acting as a role model.

9. Establish and foster good relationships with parents/carers of children at the school and encourage good home/school communication.

10. Provide advice and guidance to parents / carers to reinforce their self-esteem and ability to provide good parenting. 
11. To signpost families to sources of advice and undertake referrals to other agencies as appropriate, as directed by the DSL and Children and Families Manager.
12. To develop and promote partnerships with other agencies to ensure pupils and families are able to access appropriate support.
13. To support individual students and their families following exclusion from school, to ensure appropriate strategies are in place to assist their reintegration to the school.
14. Liaise with the school’s Safeguarding Lead & DSL’s to ensure that the child’s welfare is paramount and any necessary action is taken at the earliest opportunity.
15. Comply with policies and procedures relating to child protection, safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
This job description is provided to assist the job holder to know what his/her main duties are.  The duties above are neither excusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade. 


ROWHILL SCHOOL

PERSON SPECIFICATION – Parent Support Advisor (Family Liaison Officer)
	
	CRITERIA 

	QUALIFICATIONS

	Knowledge and skills equivalent to national qualifications level 3.


	EXPERIENCE


	Previous experience of working with children and families

in the public, private or voluntary sector.
Experience of facilitating groups.
Experience working within a multi-agency environment.


	SKILLS AND ABILITIES


	Excellent communication, listening and observation skills.
Excellent IT skills to include Microsoft Office, SIMS, My Concern (training will be given for specific modules).

Ability to deal with difficult/sensitive situations.
Ability to manage confidential information.
Organisational abilities and accurate record keeping skills.

Ability to facilitate parenting skills. 

Good inter-personal skills.
High level written communication skills.
Ideally to hold a full UK driving license to be able to conduct home visits when required.


	KNOWLEDGE


	Knowledge of the parenting needs of children.
Knowledge of barriers to learning.
Demonstrate an understanding of confidentiality and safeguarding/child protection issues in a school setting.


	PERSONAL ATTRIBUTES


	Resilience, the ability to work under pressure and be able to meet deadlines
Proven ability to think both reflectively and creatively to prioritise.

Ability to use initiative to respond to unexpected problems using recognised procedures and policies as a guide.

Excellent communication skills (including written, oral and presentation skills).

A commitment to safeguarding and promoting the welfare of children and young people.

Ability to work creatively and collaboratively.

Demonstrably professional, honest and loyal.

Flexible and open to continuous change.

Commitment to our pupils and their learning, wellbeing and safety.

Committed to equality and inclusion for all pupils.

Able to build and maintain successful and purposeful relationships. 

Ability to work effectively within a team. 




