Hilldene Primary School 
Attendance Mentor

Name :




Job Title:


Attendance Mentor 

Grade:



Grade 3  Points 5-9
School:


Hilldene Primary 

Reports To:


Headteacher, Senior Leadership Team
Staff Managed (if any):
None

Job Purpose and Content

The Attendance Mentor is one member of a team of school staff who work together to help raise the level of children’s attendance and punctuality.  The Attendance Mentor works at all times subject to the direction and supervision of the Headteacher and the Senior Teacher responsible for Inclusion.
The job of the Attendance Mentor is to help raise whole school attendance figures in partnership with teachers, office staff and the Education Welfare Service and also to work with identified children whose attendance and punctuality is causing concern.  
Principal Responsibilities 
· To work with children on an individual basis to explore reasons for their low attendance /poor punctuality and set targets for improvement liaising with and advising parents as appropriate.   


· To make home visits with our Learning Mentors or Home School Support Workers to collect children from home if appropriate.


· To provide personalised charts and stickers to motivate children to reach their targets in partnership with the Home School Support Workers 
· To identify those children who would benefit from the support of a learning mentor and discuss this with senior staff.

· To refer the parents of children whose punctuality and attendance is causing concern to Home School Support staff if appropriate.

· To analyse attendance data from each year group/class including figures relating to PA status and discuss strategies for making improvements with the Headteacher on a regular basis in order to inform Governors.
· To arrange 96%+ Attendance parties to include invitations and organisation of staffing in consultation with senior staff.  

· To attend meetings with the Education Welfare Service and office staff to review the reasons given for all children whose attendance is below 85% and contribute to decisions related to future action in order to make improvements.  

· To monitor the attendance of targeted children and award Improvement Certificates where appropriate
· To produce Full and Improved Attendance certificates to be awarded at the end of each term.

· To organise the annual end of year reward outing for children achieving 100% attendance.  

· To work with Learning Mentors/Home School Support Workers to decrease the number of children who regularly arrive late for school.  

· To take part in the school performance management system, evaluating one’s own performance and planning and carrying out person professional development.
· Take appropriate action to identify, analyse and minimise any risks to health, safety and security in the working environment..
· Work in accordance with the values, culture, ethos, equal opportunities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours


Signed:

Attendance Mentor ………………………………………………

Headteacher: ……………………………………………………

Date: ………………………………………

 London Borough of Havering

Children’s Service’s Directorate

Attendance Mentor

Person Specification

	Skills and Abilities
	Essential
	Desirable
	Assessed by

	The ability to develop and maintain effective working relationships with other team members and contribute to the work of the team 
	(
	
	Application and interview

	Carry out work to agreed specifications and deadlines

	(
	
	Application and interview

	The ability to interpret and analyse SIMS Attendance Information.  


	
	(
	

	Basic ICT skills to support administration

	(
	
	Application

	Effective oral and written communication skills across a range of audiences

	(
	
	Application and interview

	The ability to relate effectively to a diverse range of young people and adults

	(
	
	Application and interview

	The ability to deploy a range of strategies and techniques to encourage a positive approach to school
	(
	
	Application and interview

	Clean and current driving licence together  with appropriate business insurance
	(
	
	

	Knowledge
	
	
	

	An understanding of the range of potential barriers to learning for pupils

	(
	
	Application and interview

	A thorough understanding of child protection policies and procedures and a commitment to the principles of best practice
	(
	
	Application and interview

	The range of support services and facilities available to young people

	(
	
	Application and interview

	Health and safety policy in schools and the responsibility of the individual in ensuring its implementation
	(
	
	Application and interview

	Equalities and inclusion policies and how these are implemented in schools

	(
	
	Application and interview

	Qualifications and Experience
	
	
	

	GCSE grade ‘C’ (or equivalent) or above in English and mathematics
	(
	
	Application
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