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	Attendance Support Officer
Job Description and Personal Specification

	
	

	Job title:
	Attendance Support Officer

	Place of work:
	Site based (Norwich/ Kings Lynn)/ Outreach

	Hours of work:
	37

	Salary/Grade:
	Pupil Support and Welfare

	Reports to:
	Pastoral Manager

	Level of screening:
	Enhanced DBS

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

	Where you fit in

	Take the lead in managing attendance interventions and overseeing the formal legal processes required to support student attendance. This involves organising and chairing initial support first meetings, coordinating meetings with the local authority, developing personalised plans to encourage student attendance, and potentially leading prosecution-related meetings. All meetings must be documented and maintained in compliance with both Norfolk County Council and Catch22 attendance policies. 

There will be a requirement to travel and work in a range of settings, and undertake home visits, you will be responsible for your own travel arrangements. You will be required to make visits on your own and will need to follow the lone working practices.



	Main Duties & Accountabilities


· Ensure a thorough understanding of data protection regulations relevant to your role.
· Conduct home visits for students with low attendance and develop support plans to help improve their attendance.

· Maintain confidentiality when handling sensitive information.

· Stay up to date with the latest attendance legislation and its application.

· Collaborate daily with advocates to ensure a comprehensive approach to attendance tracking.

· Manage both computerised and manual pupil records efficiently.

· Share pertinent information with the Pastoral Manager, Assistant Headteachers, and external agencies through various communication methods (written, phone, electronic, and in-person).

· Provide updates and guidance to Advocates and Assistant Headteachers on attendance policies, offering tailored recommendations to improve attendance based on individual student needs.

· Maintain a current and comprehensive understanding of attendance law and government policies.

· Work closely with the Local Authority Attendance Team to address attendance issues.

· Plan and prepare all initial support meetings, ensuring documentation is completed accurately and promptly.

· Complete all necessary court documentation for prosecution proceedings.

· Serve as a witness in court when required.

· Lead and attend all Support first, whether in person or virtually.
General Duties

· Provide additional support as needed for students and their families.

· Report on strategies and interventions implemented, sharing successes with on-site staff.

· Assist with external quality assurance visits (e.g., Ofsted, Local Authority) by maintaining accurate records of interventions, referrals, strategies, and their overall effectiveness.

· Ensure the school is presented in a positive, friendly, and welcoming manner to parents, visitors, and others.
Other Duties

· Participate in training sessions relevant to the job role.
· Provide training to staff as needed, when required.
	What is the core focus of the role?


· Improve the whole school attendance data. 
· Build positive relationships with students and families to encourage school attendance. 
· Organise, prepare and lead on all attendance intervention and support first meetings and reported back to Pastoral Manager and Assistant Headteacher. 

· Maintain a close working relationship with Norfolk County Council’s attendance team. 

· Produce attendance reports for quality assurance visits and SLT meetings, when requested by the Pastoral Manager. 

· Stay informed about Norfolk County Council's policies and procedures regarding attendance codes and communicate updates to the wider team.
· Improve attitude and engagement of pupils and families

· Provide reports to management of progress by pupil, class and school

· Enable pupils to make academic progress

	Organisational Relationships


	· Communicate with school staff to update them on student attendance and work with the staff to identify students with issues that are affecting their attendance at school
· Develop and maintain effective contact and communications with parents/carers and families, including home visits where appropriate 
· Meet regularly with Pastoral Manager and Assistant Headteacher (where necessary) to advise/discuss current issues and developments relating to attendance and punctuality 
· Respond to enquiries from parents/Carers by telephone, email or letter and direct them to relevant sources of advice and guidance as appropriate 
· Provide advice for students returning after long periods of absence, encouraging them and assist in planning their re-integration 
· Represent Catch22 at meetings with external agencies as appropriate and follow up on actions required 




	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	· Level 2 qualification or equivalent to demonstrate good literacy and numeracy skills 
· Be Designated Safeguarding lead trained. 
Desire to develop and undertake training as required


	· Previous experience in managing attendance.

	

	KNOWLEDGE
	· An detailed understanding of issues that affect a student’s ability to attend school 

· A detailed relevant knowledge of attendance legislation.

· Significant experience working directly with children and families.
· Experience of planning, adapting and implementing evidenced based interventions intended to change behaviours and achieve positive outcomes.
· A knowledge of behavioural management techniques and understanding of de-escalation techniques.
· A knowledge and understanding of influences on parenting and parent-child relationships.

	· Knowledge of attendance regulations and targets 
· Knowledge of school procedures 
· Knowledge of child protection legislation and procedures 
	

	EXPERIENCE


	· Detailed understanding of working with SIMS or a similar data management system 
· Ability to work with high level data and produce meaningful reports for SLT and outside agencies
·  Experience of working in education leadership with children and young people and their parents/carers in education
· Experience of leading on attendance policies

· Experience of working with our cohort of young people including those with complex, high behaviour and additional learning needs
· Experience of working with complex young people and families who have social, emotional and behavioural difficulties. Including those who are from a variety of ethnic groups and cultures or who may be vulnerable or disadvantaged in some way.
· Building sustainable relationships with young people and their families, both formally and informally.

	· Experience of working senior leadership in a school environment 
·  Experience of writing attendance policies 
· Experience of working alone in family’s homes

	

	SKILLS & ABILITIES
	· Excellent communication skills, including advisory and persuasive skills 
· Ability to establish positive and effective relationships with children and young people 
·  High level organisational skills 
·  Excellent ICT skills 
·  High level analytical skills 
· Ability to keep accurate records 
·  Ability to lead a successful team 
· Ability to work on own initiative 
· Confidentiality 
· Maintain records and prepare written reports. · Communicate effectively, both verbally and in writing, with colleagues, parents/carers and other agencies.

	· Ability to apply knowledge and skills from training in practical classroom context.
· Able to monitor and record student progress.


	

	OTHER
	· Share Catch22 values · Awareness of and commitment to Equality & Diversity 
·  It is a requirement to the role that you have use of your own vehicle which will have the correct business cover and will be maintained to government guidelines. 
·  Willing to travel and work flexibly 
·  Desire to develop and undertake training as required

· Enhanced DBS clearance 
· Commitment to the schools’ policies and ethos 
· Commitment to Continuing Professional Development 
· Motivation to work with children and young people 
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people 
· Emotional resilience in working with challenging behaviours and attitudes. 
·  Flexibility 


	
	


