Job Description


	Job Title:


	Attendance Manager

	Service Group:


	Children & Young People 

	Department/Team:


	Attendance & Inclusion 

	Location:


	Any suitable base across Wolverhampton

	Workstyle:


	Flexible

	Grade :


	8 

	Job Class:


	
	Number of posts:
	1

	Disclosure and Barring Clearance: 
	This post is subject to a satisfactory Disclosure and Barring Service (DBS) check.


	Special Conditions: 

Job Purpose: 
To be the lead officer for ensuring that all statutory matters relating to pupil school attendance, registration, Children Missing Education (CME) are dealt with appropriately.

To lead on the promotion of good school attendance in the city, in partnership with the Head of Service and Service Manager.

To act as co-strategic and operational lead for the local authorities statutory core offer for promoting school attendance across Wolverhampton. 

To lead local network meetings and training workshops for headteachers and senior leaders in schools and exernal/internal stakeholders.

To supervise and manage the  Senior Education Welfare Officers (EWOs), Attendance Advisors, CME officer and Emotionally Based School Non-Attendance Coordinator (EBSNA) to ensure high quality casework.

To manage a caseload in relation to statutory attendance including legal case work, registration, and CME work.
To monitor the data for the city around attendance and CME and ensure that concerns are highlighted and addressed, and good practice shared.

To lead in promoting the traded attendance support package to schools and oversee the operational delivery of this.

To support Service Manager with co-production of reports and brefing papers for senior leadership, counicllor brefings and wider stakeholder meetings.
To oversee the development and management of the Inclusion and Attendance Team, in partnership with the Inclusion Manager and Service Manager. 



	Key Contacts in Organisation:  
Reports to: Attendance & Inclusion Service Manager 
Number supervised: 7
Main contacts:  Council Employees, External Partners, Service Users.


	Main responsibilities:


	1.
	To adhere to and use the Behaviours and Guiding principles framework for Children & Young People Services in everyday working practice.

	2.
	To receive referrals for statutory attendance and allocate to the relevant officers

	3.
	To hold a small complex caseload and cover EWO duties where necessary (e.g. for periods of long term absence).

	4.
	To provide a high level of appropriate challenge and support to Headteachers and school governors, where challenge is required at a senior level in relation to statutory duties for school attendance and Children Missing Education(CME).  

	5.
	To supervise and line manage the Senior Education Welfare Officers, Attendance Adviosrs, CME officer and EBSNA Coordinator, allocating work appropriately and ensuring effective practice in accordance with statutory duties and local policies and procedures

	5.
	To ensure the effective recording of all casework and use data to monitor team performance.

	6.
	To undertake regular case file audits in line with the service quality assurance framework.

	7.
	To work in collabration with the Service Manager on strategy for improving and promoting school attendance in schools and operationally ensure effective day to day delivery.

	8.
	To keep up to date with any changes in legislation around attendance, children missing education, elective home education and pupil registration.

	9.
	To represent the local authority at regional and national events regarding school attendance and Children Missing Education. 

	10.
	To chair local network meetings with Headteachers for attendance and deliver training to staff and stakeholders on specific areas related to school attendance work e.g. presenting court work, CME and Attendance core offer

	11.
	To be the national CME contact, receive enquiries from other Local Authorities and relevant partners in relation to pupils missing from education or arriving in/departing from Wolverhampton and ensure investigations are completed.

	12.
	To lead in the development of localised policies and procedures regarding school attendance and CME work

	13.
	To lead, prepare and present Single Justice Proscution cases for non-school attendance cases on behalf of Wolverhampton Council.

	14.
	To oversee the development of Education Welfare Officers and ensure reflective practice is encouraged.

	15.
	To attend court as the local authority’s instructing officer on a rota basis.

	16.
	To lead on developing internal and external partner links to support joined up working e.g. Legal services, School Admissions, schools, Early Intervention and Prevention, Social Care etc.

	17.
	To collate information relating to Freedom of Information requests for Attendance/CME/EHE

	18. 
	Develop partnerhsips with internal/exernal services to ensure children and young people are receiving full entielemtn of education (i.e. SENDstart, admissions, Virtual School, School Improvement etc)

	19. 
	

	Special Features:
Post holders must act in accordance with the Council's Constitution and other Codes of Conduct.

Post holders must participate in staff development, appraisal and training as appropriate, including continuous professional development.

To comply with the Council's agreed policies and procedures including but not limited to Health and Safety, and Equal Opportunities Policies, General Data Protection Regulations, Freedom of Information Act, Financial Management Regulations and other relevant Council and Government Regulations, Directives and City-wide priorities.
Post holders must undertake any other tasks, duties and responsibilities as directed and appropriate to the grade and role of the post subject to any reasonable adjustments under the Equality Act 2010.

Post holders must participate in the wider development of the service and contribute to service improvement as required.

Effectively manage and review allocated contracts to ensure the required level of performance and best value is achieved in line with the Council’s key strategies; as appropriate and training provided.

Work with key stakeholders when required to effectively manage contracts to achieve the best outcome for the delivery of the Council’s objectives; as appropriate and training provided.
City of Wolverhampton Council is committed to Corporate Parenting. 

“Corporate Parenting is the collective responsibility of the Council to provide the best possible care and protection for children who are looked after.”




Effective date:
Signature of post holder:

CITY OF WOLVERHAMPTON COUNCIL

PERSON SPECIFICATION

Post Designation : Attendance Manager

Grade : 8
	Job Purpose and Role : 
To be the lead officer for ensuring that all statutory matters relating to pupil school attendance, registration, Children Missing Education (CME) are dealt with appropriately.

To lead on the promotion of good school attendance in the city, in partnership with the Head of Service and Service Manager.

To act as co-strategic and operational lead for the local authorities statutory core offer for promoting school attendance across Wolverhampton. 

To lead local network meetings and training workshops for headteachers and senior leaders in schools and exernal/internal stakeholders.

To supervise and manage the  Senior Education Welfare Officers (EWOs), Attendance Advisors, CME Officer and Emotionally Based School Non-Attendance Coordinator (EBSNA) to ensure high quality casework.

To manage a caseload in relation to statutory attendance (including legal case work), registration and CME work.

To monitor the data for the city around attendance and CME and ensure that concerns are highlighted and addressed, and good practice shared.

To lead in promoting the traded attendance support package to schools and oversee the operational delivery of this.

To support Service Manager with co-production of reports and brefing papers for senior leadership, counicllor brefings and wider stakeholder meetings.
To oversee the development and management of the Inclusion and Attendance Team, in partnership with the Inclusion Manager and Service Manager. 



	FACTORS


	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Qualifications
	· Degree level or equivalent
· A Full Driving Licence

	· Management qualification
· Professional qualification related to Education Welfare or equivalent experience

	· Application Form

· Interview


	Training
	· Evidence of delivering training related to school attendance and/or inclusion
	· Management training
· Training in restorative practice and/or other relational strategies
	· Application Form

· Interview


	Experience
	· Experience of working within an educational based setting or LA education service
· Experience in giving guidance, in relation school attendance to staff, Headteacher, governors and other multi agency partners

· Experience of understanding issues that impact children and families as they relate to irregular school attendance and overall well-being.

· Significant professional experience of working in a multi-agency setting.

· Experience of developing good working relationships with schools and other agencies.

· Substantial experience of being involved in complex casework related to school attendance issues.

· Experience of supervising staff.
· Experience and ability to chair complex multi-agency meetings.


	· Experience of presenting evidence in court and of court procedures

· Experience of supervising staff in a role related to school attendance or inclusion.
· Experience of preparing cases for prosecution.

· Act confidentially as a witness in the Magistrates and Family Courts. Prepare relevant legal documentation in line with legislation and timescale deadlines.  Compile statements for court which are concise and an accurate reflection of events.

· Knowledge of 

DfE Attendance Guidance 2024,

Pupil Registration Regulations 2016 

The Education Act 1996

Elective Home Education Guidance 2019

Children Missing Education Guidance 2016

	· Application Form

· Interview


	Special Knowledge/

Skills
	· Knowledge and understanding of relevant school attendance and CME legislation including the Education Act 1996.

· Knowledge of the current legal framework in relation to the prosecution process regarding irregular school attendance.  

· Excellent organisational skills, recording, report writing and presentation skills
· The ability to organise and chair meetings effectively

· Excellent interpersonal skills and the ability to relate to a wide variety of people

· Ability to summarise, analyse and evaluate complex information

· Ability to work in an integrated approach

· The ability to use data to inform service priorities and identify areas for development

· Knowledge of EBSNA and associated challenges
· Knowledge in relation to safeguarding Child Protection, and how to escalate a referral to appropriate agencies when required.

· Mediate and negotiate, achieving positive outcomes, whilst adopting a multi-agency approach to casework whilst demonstrating respectful partnership working addressing conflicting values and ethical dilemmas

· Clear vision and creativity to problem solve and analytical thinking.

· Ability to work autonomously and to think laterally.

· Maintain accurate and confidential records giving excellent attention to detail

· Effective verbal and written communication skills whilst having the ability to empathise with families, be resilient and demonstrate a calm and consistent approach when under pressure.
	· Recent experience of efficient use of Information Technology in service provision

· Knowledge of the use of restorative approaches in relation to educational inclusion.

· People and project management skills, managing groups and individuals with complex and significant needs, whilst ensuring that safeguarding is always at the centre.

· Understand and interpret the legal framework, legislation, local policy, often under challenging, difficult and sensitive circumstances to allow appropriate decisions to be made. 

· Evidence of handling confidential information with respect and integrity in line with GDPR guidance.

· Evidence of further learning and development.


	· Application Form

· Interview

· Test


	Personal Qualities


	· Leadership

· The ability to develop excellent working relationships with schools and partner agencies

· A flexible approach to the role and the ability to promote collaborate working

· Ability to thrive in a complex environment

· The ability to effectively prioritise and manage a range of responsibilities

· The ability to listen and understand others point of view

· Reliability, dedication and resilience


	· 
	· Interview

· Test


	Commitment


	· Commitment to the behaviours and guiding principles framework for the Children & Young People Service

· Commitment to equal opportunities and anti-discriminatory practice

· Motivated to provide good quality service to all clients

· Commitment to promoting the wellbeing of children and young people

· Commitment to team work and supporting colleagues

· Commitment to early intervention
	· An enthusiasm for personal/ professional development

· The ability to develop their skills by undertaking roles that may be outside their specific remit
	· Interview
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