
Aintree Davenhill Primary School
Attendance and Pastoral Lead Job Description




About the School
	Aintree Davenhill is a large primary school (Nursery-Year 6 children) which has modern facilities and extensive grounds enabling us to offer excellent educational experiences that foster an enjoyment of learning. We provide a caring and stimulating environment where high expectations and effective teaching raise self-esteem and allow every child to achieve their full learning potential. As a school, we prioritise the safeguarding and protection of our children and our robust safer recruitment practices ensure we thoroughly investigate the suitability of all candidates. Online searches may be done as part of due diligence checks on all shortlisted candidates.


Employment Details
	Job title:
	Attendance and Pastoral Lead

	Reports to (job title):
	Headteacher  

	Pay scale:
	Grade F Point 12-19 (pending job evaluation)



Main Duties/Responsibilities
	General Duties

	Act as front of house and communicate with pupils, staff, parents and visitors appropriately.


	Provide general admin support to ensure the school delivers effective and efficient services.

	Provide administrative support for extended services offered by the school. 

	Lead on the school’s attendance strategy in order to promote, challenge and improve pupil attendance.

	Lead transition processes including entry to school, in year transfer and transfer to secondary provision

	Lead on continued development of mental health support services in school, implementing and managing wellbeing initiatives for pupils.

	Support the implementation of the school’s Behaviour and Relationships Policy and work along staff to promote positive behaviour strategies. 

	Support pupils and parents during transition periods. 

	Promote the school’s vision and ethos, encouraging the inclusion and acceptance of all pupils.  

	Ensure that appropriate policies and procedures are implemented to allow effective learning to take place, including child protection procedures and behaviour management processes. 

	Attend relevant training and undertake appropriate CPD activities, ensuring that staff members are kept up-to-date with relevant news and techniques within the sector. 

	Provide individual and group support on a weekly basis. 

	Act as a role model for pupils, setting high expectations and acting in a professional manner. 

	Working with Families

	Act as the main point of contact for families requiring support 

	Build and maintain positive relationships with families.

	Lead support for vulnerable families, coordinating appropriate interventions.

	Liaise with external agencies. 

	Work collaboratively with families and professionals to improve engagement with learning.

	Maintain regular contact with families to support pupil outcomes.

	Maintain accurate and confidential records in line with school procedures. 

	Identify and deliver parenting support programmes and family workshops.

	Undertake home visits. 

	Pupil Attendance and Punctuality 

	Lead strategies to improve attendance in line with school policies and priorities.

	Maintain, update, monitor and analyse attendance, identify pupils requiring support.

	Investigate absence and develop targeted plans for improvement.

	Work with families and pupils to address barriers to attendance.  

	Undertake home visits where appropriate, including for persistent/severe absences. 

	Advise and support staff in managing attendance 

	Liaise with external agencies to improve outcomes.

	Support decision-making regarding referrals, panels and legal processes.

	Produce regular attendance reports for leaders and governors.

	Manage attendance processes including; children missing education, term time leave, part-time tables.  

	Pupil Transition

	Lead transition arrangements. 

	Coordinate induction programmes for new pupils and families.

	Gather and share relevant pupil information to support early provision. 

	Liaise with staff, parents, LA and other schools to ensure a smooth transition into school. 

	Communication 

	Establish positive, productive and constructive relationships with pupils, parents and colleagues to assist home-school communication and facilitate the support provided. 

	Develop innovative methods of engaging with parents and families, encouraging increased parental participation in pupils’ education.

	Liaise with external agencies, where appropriate.

	Participate in internal and multi-agency exchange of information and best practice, ensuring that data protection and child protection policies are adhered to. 

	Liaise with the school nurse and the SENCO, to ensure that pupils’ needs are effectively met and appropriate support is provided.

	Assist in the development of positive relationships with other schools, liaising with pupils’ previous or forthcoming schools in order to ensure a positive transition.

	Meet with staff members, pupils, parents and external agencies in order to identify individual concerns and develop informed plans of action. 



  Name: ______________________________          
  Signed: _____________________________                    Date: ____________________




Person Specification 
	
	Essential
	Desirable

	Qualifications and Training
	The successful candidate will:
· Hold GCSEs or equivalent qualification in at least English and Maths. 
	· Undertaken behaviour management and safeguarding training.
· Educated to degree level in a relevant subject. 
· Hold a valid DBS check. 

	Experience
	The successful candidate will have experience of:
· Undertaking relevant and effective CPD.
· Developing and delivering individual and group-based support to pupils.  
· Working with pupils with behavioural issues. 
· Supporting pupils’ SMEH needs. 
· Implementing behaviour management strategies. 
	· Experience of creating individual intervention programmes for pupils.
· Experience of handling welfare cases. 




	Knowledge and Skills
	The successful candidate will have:
· Full UK driving license and access to their own vehicle
· [bookmark: _GoBack]Knowledge of statutory requirements regarding the education sector and pupil wellbeing. 
· Knowledge of legislation regarding pupil attendance, safeguarding and data protection. 
· Knowledge of common pastoral issues and how to respond to the different situations which may arise. 
· Knowledge of local and national support services that are available to pupils and schools. 
· Proven awareness and respect for the highly sensitive status of information and its confidentiality. 
· Excellent written and verbal communication skills.  
· An ability to motivate colleagues.
· Knowledge of child protection and safeguarding procedures. 
· Knowledge of intervention strategies, including those in relation to behaviour and attendance.
· A good understanding of child development, learning processes and barriers to learning. 
The successful candidate will be able to:
· Work as part of a team, as well as independently. 
· Adapt activities to ensure they are inclusive. 
· Effectively delegate tasks and responsibilities. 
· Manage projects and lead a group. 
· Collate and summarise information and data.
· Be proactive in the protection of children in reference to safeguarding procedures and protocols. 
· Effectively liaise with external agencies. 
· Develop and implement effective support strategies. 
· Identify triggers of poor behaviour and barriers to learning. 
· Assess pupils and their families, and identify their needs to ensure effective support is provided.
· Maintain accurate and up-to-date records. 
	

	Personal Qualities
	The successful candidate will have:
· Excellent communications skills.
· Good time management and the ability to prioritise tasks effectively.
· A well-developed sense of empathy. 
· A good attendance and punctuality record.
· High expectations of self and professional standards.
· The ability to maintain successful working relationships with other colleagues.
· A willingness to work outside of the timetabled day, where necessary.
· High levels of drive, energy and integrity.
The successful candidate will be able to:
· Build positive and productive relationships with staff members, pupils and parents. 
· Consistently promote good behaviour throughout the school. 
· Effectively motivate and encourage pupils. 
· Work flexibly, attending and contributing towards meetings and training outside of their specified work hours. 
· Commit to contributing to the wider school and its community. 
	· 
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