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CHURCHILL COMMUNITY COLLEGE

Job Outline

Post:



Attendance Support Assistant
Scale:



Grade 5
Responsible to 

Headteacher or designated member of staff

Main Duties of the Post

· To support and assist the Attendance Manager and the Attendance Team to reduce overall absence
· To facilitate return to school interviews and support students returning to school after short term and long term absence
· To support the Attendance Manager to reduce Persistent Absenteeism across the college.
· To develop a 1:1 supportive relationship with targeted students. 
· To provide administration support for the attendance team

· To hold 1:1 meetings and reviews with students who are on an Attendance Action Plan. 
· To make contact with parents/carers when students fall below attendance thresholds.

Support for Students:

· To conduct back to school interviews with students following absence. 
· To support the implementation of Attendance Action plans and review attendance of students using available data.
· To support and implement the College Attendance Action Plan with direction from the Attendance Manager.

· To promote independence and employ strategies to recognise and reward attendance improvements in target groups.
· To use ICT and the school information management system (SIMS) to identify target students.
· To provide support for the College reception/admin staff to work with students who are unwell throughout the school day and recommend the appropriate course of action using a student self-assessment system.
· To support students with long term absence with catching up with work by preparing timetables and coordinating work with class teachers.

· To liaise with multi agencies to support individual students.

· To deliver attendance based assemblies and tutor time activities.

Support for Staff
· To work under the guidance of the Attendance Manager to implement agreed strategies to improve attendance and reduce Persistent Absence.
· To monitor and evaluate students’ attendance through action plans and 1:1 meetings as directed by the Attendance Manager
· To liaise with Teaching Staff, Tutors, Learning Coordinators and Learning Progress Tutors to advise of any concerns raised by students returning to school through a back to school interview.

· To be responsible for keeping and updating records, as agreed with the 

Attendance manager, contributing to reviews of systems/records, as requested
To supervise groups of students in line with College  policies and procedures
· Promote positive values, attitudes and good student attendance:  
In line with established policy and encourage students to take responsibility for their own attendance
· Liaise sensitively and effectively with parent/carers and participate in feedback sessions/meetings with parents or as directed. 
· To support the Attendance Manager by providing and tracking data of key students/target groups using SIMS.
· To work under the Head of Guidance to support the coordination and minute taking of Early Help Assessment (EHA) and Team around the Family meetings (TAF)
· To work under the Head of Guidance to provide admin support for the resolution log process.
Support for the Curriculum:

· Support students returning to school by liaising with teaching staff to identify gaps in learning. Occasionally this may me mean supporting a student to return to a class by attending with them.
Support for the College:

· To be aware of, and comply with, policies and procedures relating to child 

protection, health, safety and security, confidentiality and data protection, 

reporting all concerns to an appropriate person

· To attend meetings and engage in development activities/training as required by the College.

· To contribute to the overall ethos/work/aims of the College

· To establish constructive relationships and communicate with other 

agencies/ professionals to support improvements in behaviour and progress of 
students

· To recognise own strengths and areas of expertise and use these 

to advise and support others

· To provide appropriate guidance and supervision and assist in the 

training and development of staff, as appropriate

·  To provide administrative support across the College as required 

· Attend CPD sessions to support personal development

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. This document must not be altered once it has been signed but will be reviewed annually.


Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

It is understood that areas of responsibility are from time to time subject to review and are negotiable in the light of the needs of the school and the professional development of the staff.

This job description may be reviewed at the end of the academic year or earlier if necessary. In addition it may be amended at any time after consultation with you.

Agreed that the Job Outline is a fair and accurate statement of the requirements of the job

Job Holder
……………………………………………….
Date  ………………….…

Line Manager  ………………………………………………
Date  ……………...……..

NORTH TYNESIDE COUNCIL

EDUCATION AND CULTURAL SERVICES
	Person Specification – Teaching Assistant Supporting and Delivering Learning General Grade 5

	Area
	Criteria
Requirement  - E = Essential - D= Desirable

Assessment by Application =A  Interview process =  I
	R


	A

	Skills

Knowledge

Aptitudes


	· Ability to relate well to children and adults.

· Understanding the importance of good attendance in school
· Effective behaviour management skills

· Ability to self-evaluate learning needs and actively seek learning opportunities

· Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation.

· Work constructively as part of a team: understanding your own position within the College
· Can use ICT effectively to support learning.
· Working knowledge of school management systems (SIMS)
· Use of other equipment technology - photocopier.


	E

E

E

E

E

E

D
E


	A I

AI

A

A I

AI

AI

AI
AI



	Qualifications and Training


	· Current NVQ level 2 in English and Maths or equivalent and experience in relevant discipline/job role
· Very good literacy/numeracy skills
· Appropriate first aid training.
	E

E
D
	A

A

A




	Experience


	· Experience of working within a school setting
· Experience of working a busy office environment
	D
E
	A I

A I

	Disposition
	· Able to work on own initiative and as part of a team with minimal supervision

· A friendly, positive and flexible approach 
	E
E
	I

A I

	Conditions of Service 

	National Joint Council



This school is committed to safeguarding and promoting welfare of children and young people. Please note this position will require an Enhanced disclosure from the Disclosure & Barring Service.
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North Tyneside Council
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