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	Job Title


	Cluster Attendance Officer 


	Purpose of Role


	To deliver quality school attendance support for children, families and schools across Bramley Cluster.
To deliver services at the point of local need e.g. within the school base, cluster or community base. 
To work collaboratively as a member of the West Cluster team, with professionals and service providers (voluntary and statutory) to ensure that as far as possible all children of compulsory school age receive appropriate support to achieve maximum attendance and to achieve their full potential. 
Where sufficient progress is not made to improve school attendance the Attendance Officer will be required to contribute to cases that require handing over to Local Authority or legal intervention


	Responsibilities: To

                             For


	Targeted Services Leader
Ensuring service delivery to the cluster, schools, children and families.



	Salary Grade


	Grade SO1: 30 Hours per week, term time only.
This is a fixed term post from September 2026 to August 2027.



	Main Duties

Promotion and Monitoring of Attendance
	The post holder is specifically accountable for:
· To carry out first day home visits as requested by school
· Assisting schools, colleagues and other agencies in the early identification of children with attendance problems and to jointly develop and apply strategies including casework designed to bring about improvements.
· Managing a caseload of vulnerable families needing specific support around improving attendance
· Advising families, schools and other agencies on statutory requirements in relation to school attendance and provide support, advice and guidance to enable parents/carers to meet statutory requirements.
· Working directly with families in their home environment.
· Working with others (cluster team, schools and Children’s Social Work Services) to develop and implement strategies to improve attendance.
· Supporting School Attendance Panels (SAP) 
· Recording and compiling appropriate evidence for the school to initiate legal proceedings
· Working in partnership with the cluster to produce attendance action plans to improve attendance and meet attendance targets in partnership with schools and other key agencies. 

· Keeping high quality records to enable the production of reports and case studies

· Taking a proactive role in helping to develop whole school and Cluster strategies to improve attendance at school and cluster level.

	Support for children and families


	To work in partnership with the attendance lead in schools to assist families in ensuring their children benefit from the appropriate educational opportunities available to them through the provision of a variety of casework techniques including:

· Early Help Assessment

· Solution focussed casework

· Individual and family support work
· Parenting skills development
· Sign-posting to other services / agencies / cluster support
· Mediation to remove barriers to learning
To take responsibility for managing personal case loads, and cases in relation to attendance
To attend multi-agency meetings in relation to school attendance 


	Additional statutory functions


	· To ensure that parents are aware of their responsibilities in relation to school attendance
Safeguarding Children
· To adhere to cluster safeguarding processes
· To demonstrate commitment to the safeguarding of children


	Systems and Communication


	· Develop and sustain arrangements for joint working between workers and agencies.

· Keep accurate up to date records of casework and any other relevant information; adhering to cluster recording keeping policy
· To share information appropriately, in line with local and national policy 


	Personal and Professional


	· Ensure personal safety and security in line with cluster policy
· To be available for and make use of regular supervision.

· To attend training and development opportunities as appropriate.

· To contribute to the development of the cluster attendance strategy.

	Equal Opportunities


	· To promote equal opportunities in education in order that all children and families will gain optimum benefit from the service provided.
· To promote and ensure that all children and young people are happy, healthy, safe, successful and free from poverty.



	Other duties
	· To undertake other duties commensurate with the post, as required by the Cluster Leader.



	Competencies


	The post holder will be expected to have the following Role Specific and Core Competencies. These competencies will be tested at Interview and Information sought through references

Core

Acting positively

Behaving Ethically

Team working

Striving for Excellence

Managing Personal Learning and Development

Customer Focus

Role Specific

Communicating 

Planning and Prioritising

Influencing others

Controlling Emotions

Using Information

Analysing and Conceptualising


Making Decisions

Managing Change 




PERSON SPECIFICATION:

CLUSTER ATTENDANCE OFFICER 
	CRITERIA 


	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	Qualifications and Training
GCSE (or equivalent) English and Maths
NVQ Level 4 (or equivalent)
	X
	X
	

	Experience

Relevant work with children and young people
Experience of multi-agency work with families
	X
	X
	

	Specific Skills

Interpersonal skills

Ability to work co-operatively with the team and other agencies

Analysis skills

Decision Making

Systematic recording and report writing

Presentation skills

Child Protection / Safeguarding children

Information Technology Applications

Customer Service Orientation

Assessment skills

Managing personal case load

Ability to adapt to meet the challenges of rapid change
Ability to lead a multi-agency plan and chair meetings
	X

X

X

X

X

X
X
X

X

X

X

X
	X 


	

	Knowledge Base
Sound knowledge of Policies procedures and Legislation relating to children and young persons.

Organisational context of Service and relevant Support Services.

Awareness of the value of multi-disciplinary approach to problem solving.

Recording systems – locally

Monitoring systems locally and nationally.

Knowledge of attendance legislation 
Knowledge of Early Help Plan and procedures
	X

X

X

X
X
	X

X

	

	Other Requirements

Satisfy conditions of DBS check
Driving Licence and use of car for work
	X
X

	
	

	Special Working Conditions


	· Ability to work outside office hours as necessary.
· Must be able to work from any location across the cluster


