LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Attendance Team Manager
 
	Grade:


	PO6

	Reports to 

(Designation):
	Access and Inclusion Manager
	Grade:
	PO8

	Directorate:
	Education Standards and Inclusion Division 
	Section:
	Attendance 



__________________________________________________________________

Main Purpose of the job: 

1.  To lead, manage and develop the Attendance and to ensure it fulfils its safeguarding responsibilities.  

2. To lead on statutory duties with schools, academies, PRUs and Free Schools and ensure attendance objectives and statutory deadlines are met. 
3. To provide line management to Attendance and Family Support Officers, Child Licensing, CME Officer and Business Support to support their objectives to fulfil their safeguarding and statutory duties in relation to children with poor attendance and other complex needs.

4. To adopt a business and customer approach with schools and education providers; identifying areas to expand the delivery of attendance support.  

5. To act as the Lead Professional for cases with additional and complex needs in regard to school attendance and social inclusion by way of early intervention, welfare referrals and per-NEET support.

_______________________________________________________________
Summary of Responsibilities and Personal Duties:
Leadership:
1. To provide effective leadership and management to the Attendance Service that promotes a clear and shared vision commensurate with the local authorities commitments to raising standards, improving outcomes and social inclusion.

2. To performance manage and coordinate the work of for the Attendance Service, ensuring that objectives for Service staff are set and monitored.  To have a thorough knowledge of the service’s strengths and challenges. 
3. To encourage innovation and manage change within the service.    

4. To contribute to the development, review of and consultation on the authority’s Attendance Strategy.

5. To ensure that the Attendance (including Children Missing Education and Child Performance) Service appropriately targets its resources to support vulnerable pupils.

6. To be accountable for the collection and publication of data that informs Service development and deployment.  
7. To work in partnership with the School Improvement Team to improve attendance and reduce persistent absence. 

8. To ensure that attendance workers in schools have access to appropriate training and support. 

9. To keep abreast of national and local initiatives, policies and guidance relating to attendance and exclusions and to promote professional development within the service.    

10. To advise the managers and other senior colleagues on relevant legislation, guidance, policies, initiatives and procedures in this area of work.

Statutory work:
1. To lead on supporting and challenging schools in their work on improving attendance, in particular those schools with significant numbers of persistent absentees.  
2. To lead the Attendance and Family Support Officers to investigate offences relating to poor or non-school attendance and if necessary prepare prosecutions in relation to these offences.  

3. To manage a system for professional casework supervision, supporting staff to prepare cases for court. 

4. To ensure that complex cases are appropriately monitored, tracked and managed within the team with the overall aim of successful reintegration and escalated to Children at Risk meeting when appropriate.

5. To act as the lead officer to quality assure requests for legal intervention referrals at the point of referral, assessing information and making the decision to accept or decline a referral, as well as Penalty Notice requests.
6. To act as the lead officer and make assessment following the conclusion of investigations and decide where and when to make use of court and non-court disposals. 
7. To quality assure and audit recording keeping procedures and implementing actions where a revision of policy or practice is required. 
8. To complete Prosecution Files once a decision has been made to instigate legal proceedings, which may also include acting as the Disclosure Officer. 
9. To act as a witness at the Magistrates Court should it be necessary. 
10. To lead in investigating and resolving more complex and contentious cases, as well as providing support to individual officers were complex and contentious issues arise. 
11. To lead on the monitoring of education provider’s compliance with Education (Pupil Registration) Regulations 2006 e.g Lewisham Register Audits.

12. Lead where Attendance and Family Support Officers attempts have been unsuccessful in challenging non-compliance.
13. To represent the Service on strategic multi agency panels such as Children at Risk, Concern Hub and Fair Access Panel.  
14. To lead on Child Performance and Chaperone Licenses and Body of Persons Approvals  - Child Licensing - as defined by the local authority.

Traded work:
15. To lead and embed the implementation of the Attendance Intervention model of the Service.

16. To support Attendance and Family Support Officers to deliver the Service objectives to develop and implement a successful traded service, supporting the local authority, education providers and other agencies to safeguard pupils. 
17. To oversee and ensure the delivery of an excellent traded service to Lewisham and out of borough schools and other education providers, as measured in service evaluations from schools.
18. To assess the service delivery to schools and promptly addressing any issues experienced in managing relationships with customers, to provide support, prompt positive resolution and securing customer retention and report to the Deputy Service Manager on a termly basis.
19. To coordinate team visits to schools ensuring that all schools receive the amount of allocation in line with the purchased traded service level agreement.
20. Assisting and supporting Attendance and Family Support Officers developing their intervention and investigation skills.
Generic work: 
21. To work strategically with key partners across the service to ensure that vulnerable and hard to place pupils are able access education, this includes the Youth Offending Service, Children with Complex Needs and Children Social Care (CSC).
22. Manage professional casework supervision of cases ensuring that safeguarding practices are kept at high standards.
23. Participate fully in all team and service meetings, especially in relation to discussions around service performance and individual casework discussion.
24. Working closely with other education professionals in order to improve the outcomes for children and the capacity of schools to meet the needs of the pupils on its roll. This could include providing training to teachers and other school staff
25. To deliver training to schools and education providers and advise schools on national/ local good practice and self-evaluation framework.
26. To lead on the day to day responsibility for ensuring the team delivers services in accordance with relevant policy and procedures.
27. Undertake staff training audits to assist in professional development and training e.g IT and wider training and to lead on the implementation of any changes to the investigation process.
Internal Contacts: These include:
Other members of the Education Division 

Special Educational Needs Service

Educational Psychology Service

Multi-Agency Safeguarding Hub (MASH)

Children’s Social Care 

External Contacts: This will include:
Schools / academies
Pupil Referral Units

Alternative Education Providers

Children and families

Other Local Authorities

Concern Hub 
Community Safety Team 

To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.


All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public. 


Assist in carrying out the Council's environmental policy within the day to day activities of the post.


Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of fully managed staff:

Title:





Grade


No of posts

Attendance Officer (Legal)


PO3


1

Attendance Officer 



PO2


4

Attendance and Family Support Officer
PO2


1

Child Performance and CME Officer
PO2


1

Senior Business Support Officer

SO1


1

Business Support Officer


Sc4


1
Number of partially managed staff:

Title:





Grade


No of posts

PERSON SPECIFICATION
JOB TITLE:
Attendance Team Leader
POST NO: 
DEPARTMENT:
 Attendance, Inclusion and Participation  


GRADE:  PO6
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equal Opportunities
1. Commitment to implement the Council’s Equal Opportunities policies.




S
2. Awareness of Equal Opportunities issues.







S
Knowledge

1. Excellent knowledge of the following legislation and guidance:





S
2. School Attendance, Admissions and School Exclusions

· Education Act 1996 

· Pupil (Registration Regulations) 2006 and amendments 

· Criminal Procedure and Investigations Act 1996, 

· Police and Criminal Evidence Act (PACE) 1984, 

· Code for Crown Prosecutors 

· Human Rights Act 1998 

· Data Protection Act 1998 

· Safeguarding and the Common Assessment Framework and Child protection procedures

· Equal Opportunities and Anti-Discrimination 

3. Excellent knowledge of the available legal measures in enforcing school attendance and the appropriate application of the measures.  
4. Excellent knowledge of statutory guidance relating to Safeguarding.




S
5. Excellent knowledge of whole school strategies and frameworks of self-assessment for attendance management.

6. Excellent knowledge of the causes of poor/non-school attendance and poor achievement.

S
7. Excellent knowledge of the Raising of the Participation Age and Lewisham Information Advice and Guidance practices to prevent pupils from becoming NEET.





S
8. Excellent knowledge of strategies to improve school attendance and reduce persistent absence.

9. Excellent knowledge of effective ‘traded services’ models. 




           S
10. Excellent knowledge of the use of IT systems particularly those relating to the Synergy Attendance systems.











           S
Aptitude
11. Excellent attention to detail
12. To understand and develop and sustain relationships with partners and stakeholders.
13. To embrace the changing landscape of local authority working and the requirement to implement and   promote a changing culture.
14. To deliver presentations to schools and partners.







15. To remain calm in a sometimes challenging environment. 

Skills

16. To have excellent time management and prioritising skills and to work within agreed timescales. 

17. To empower others in problem solving with a range of colleagues including external partners.
18. Excellent verbal and written communication skills, recording clearly and accurately.
19. Excellent word processing and ICT skills including compiling reports to be viewed by external partners.
20. To keep sensitive information confidential and to liaise constructively with relevant parties to resolve issues. 













Experience

21. Experience of working in an enforcement/investigation related discipline/Attendance Welfare.
S 

22. Experience in the field of Attendance/Welfare/Education in a senior and supervisory position. 
S
23. Experience of the staff supervision and performance management process. 



S
24. Experience of working with vulnerable children and families, including experience of taking action to protect children from harm. 









S
25. Experience of providing effective support and challenge whilst maintaining a positive relationship as part of a day to day role. 

26. Excellent people management and interpersonal skills. 
27. Experience of negotiating with headteachers and school staff





S
28. Experiencing of leading and working as part of a team. 

29. Experience of conducting interviews in accordance with the Police and Criminal Evidence code of Practice.












S 

30. Experience in analysing, preparing and presenting evidence at interview and in Court.

S 

31. Experience of maintaining written procedures in accordance with Government and Council policy and to respond to changing legislation. 

32. Experience of representing the Authority and forming and maintaining appropriate professional relationships and boundaries with children, young people and vulnerable adults. 

33. Experience of monitoring and managing a caseload of investigation cases.
34. Experience of working in a customer service organisation.





S
35. Significant experience in effective ‘traded services’ models. 





S
General Education

Excellent levels of numeracy and literacy.
Personal Qualities

1. Flexible approach

2. Willingness to encourage and promote both service and personal professional development 

3. Ability to remain calm in a sometimes challenging environment 

Circumstances
Some out of hours working may be required to meet the needs of family and school circumstances. 

DBS Disclosure Required?      No                       Basic              
[image: image1]
Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)
Physical

Generally candidates must meet the standard Lewisham requirements for the post  

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet requirements.
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