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Job Description
School Attendance Support Worker

	Service:
	School Improvement
	Team:
	School Attendance Support Team

	Location:
	Agile –travel to schools in East Lancashire and County Wide where required 

	Salary range:
	SCP 25-30
£36,363 – 40,777
	Grade: 8
	

	Reports to:
	School Attendance Lead
	Staff responsible for:
	N/A



	Job Purpose

	Core Purpose
 Making Lancashire a place where everyone matters. A place where everyone can enjoy equal and quality life chances and be respected in their communities.
 Corporate Objectives - Lancashire a place where people can:
 • Feel safe 
• Lead healthy lives 
• Get help if they need it
 • Learn and develop
 • Work and prosper 
• Travel easily and safely 
• Enjoy a high-quality environment 

The purpose of this job is to:
Support the work of schools and the local authority in improving attendance.
Work in partnership with schools, families and wider services in order to ensure that all children in Lancashire are able to access their right to an appropriate education.
Support the work of the local authority in carrying out its statutory duties in respect of school attendance.



	Accountabilities/Responsibilities

	
	· Work with schools, analysing data to identify patterns of absence and vulnerable pupil cohorts, providing advice and guidance where appropriate

· Hold termly conversations with schools about attendance via face-to-face visits and other methods, offering advice and support

· To support with individual cases identified by allocated schools as requiring support in respect of school attendance concerns

· Be the first point of contact for schools within the authority in matters regarding attendance

· To support planned intervention with identified children, young people and families and to work with schools and other teams/agencies including whole school/school clusters

· To prepare and maintain appropriate electronic records and documentation, and to provide regular feedback to schools and line manager

· To obtain, record and report on attendance data at pupil level, school level and district level

· To contribute to the development and delivery of attendance-related training for schools, governors and other professionals


· To participate in and prepare reports for multi-agency meetings and attendance meetings, networks and clusters

· To signpost schools to further avenues of support within the authority or voluntary sector

· To keep up to date with all relevant legislation and DFE guidance around attendance and safeguarding






	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.



	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




	

Person Specification
School Attendance Support Worker

All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	· Relevant children's services qualification/NVQ level 3 or above/Teaching/Youth Work/Social work qualifications

	· GCSE maths and English to grade C/4 minimum

	Experience 

	· Experience of working with children/young people and families in a supportive capacity

	· Experience of working with/in schools including work on attendance

	· Experience of preparing and presenting information in a variety of formats

· Experience of holding challenging conversations

	· Experience of analysing data, reporting and acting upon findings

	· Knowledge and working use of Microsoft 365 including Outlook, Teams, Word and Excel


	

	Essential knowledge, skills & abilities

	· Excellent listening and interpersonal skills with an ability to communicate/engage with a range of service users and professionals

· Assessment/investigation/analytical/problem-solving skills

	· Ability to work both as a team member and autonomously

	· Ability to work flexibly, managing and prioritising workload

	· Ability to meet deadlines through developed time management and organisational skills



	

	

	

	

	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them in others.

	
· This is an essential car user post  
You will be required to provide a car for use in connection with the duties of this post and must be insured for business use. In certain circumstances consideration may be given to applicants who, as a consequence of a disability, are unable to drive
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