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	Job Title
	Family Liaison Officer with attendance responsibilities

	Responsible to 
	Attendance Welfare Officer

	Key Internal Contacts 
	Other staff within the education team 
Staff in other departments within the Centre 
Staff in other Centres in the Region 
Regional Office Staff

	Key External Contacts 
	Student relatives, advocates and others 
Placing Authorities and Service Providers 
Registration, Regulatory and Inspection bodies 
Local Services – Statutory, Voluntary and Community Neighbours



About the Role
To support the delivery of attendance, welfare and family engagement provision at Reddish Hall School, a specialist SEMH setting for young people with social, emotional and mental health needs.
The postholder will play a key operational role in supporting pupils and families to improve attendance, engagement and readiness for learning through daily attendance monitoring, first-response absence procedures, family liaison, home visits and pastoral support.
Working closely with the Attendance Welfare Officer, pastoral teams, therapists and external professionals, the postholder will actively support parents/carers to identify and reduce barriers impacting school attendance. This will include building positive relationships with families, supporting reintegration following periods of absence, promoting consistent school attendance and helping families engage positively with education.
The role combines operational attendance responsibilities with practical family support and requires a compassionate, resilient and proactive individual who can work effectively with vulnerable pupils and families within a trauma-informed SEMH environment.

Key Responsibilities
Attendance Operations
· Complete daily attendance procedures, including checking registers, identifying unexplained absences and ensuring attendance records are accurate and compliant.
· Carry out first-day response procedures through telephone calls, text messages, email communication and welfare checks.
· Follow up attendance concerns promptly and consistently in line with school procedures.
· Undertake home visits and welfare checks where pupils are absent from school and contact cannot be established or concerns are identified.
· Maintain accurate records of attendance actions, communications, home visits and interventions using school systems.
· Escalate safeguarding, welfare or persistent absence concerns promptly to the Attendance Welfare Officer and Designated Safeguarding Lead (DSL).
· Provide operational attendance support during periods where the Attendance Welfare Officer is off-site or unavailable.

Family Liaison and Support
· Build positive, supportive and professional relationships with parents/carers to promote engagement with education and improve attendance outcomes.
· Act as a key point of contact for families requiring support around attendance, routines, emotional wellbeing and school engagement.
· Work proactively with families to identify barriers impacting attendance and support strategies to address these.
· Support parents/carers in understanding attendance expectations, school procedures and available support pathways.
· Provide practical and emotional support to families experiencing difficulties linked to school attendance, anxiety, routines or engagement.
· Support reintegration planning for pupils returning following periods of prolonged absence or reduced timetables.
· Work collaboratively with pastoral, therapeutic and teaching staff to support pupils’ emotional wellbeing and readiness for learning.
· Contribute to attendance support plans, reintegration plans and pastoral interventions under the direction of the Attendance Welfare Officer.

Partnership and Multi-Agency Working
· Work closely with the Attendance Welfare Officer to support attendance and family engagement.
· Liaise professionally with external agencies where appropriate, including local authorities, social care, transport providers and health professionals.
· Attend meetings, reviews and professional discussions relating to pupil attendance, welfare and engagement as required.
· Contribute relevant attendance and welfare information to multi-agency discussions and safeguarding processes.

Administration and Reporting
· Maintain accurate attendance and welfare records.
· Produce attendance reports, chronologies and summaries as directed by the Attendance Welfare Officer or SLT.
· Ensure compliance with attendance procedures, safeguarding expectations, data protection legislation and school policy.
· Support preparation for inspections, audits and external reporting requirements.

Safeguarding and Welfare
· Promote and safeguard the welfare of children and young people at all times.
· Follow safeguarding, child protection, lone-working and home-visit procedures in line with school policy.
· Report safeguarding concerns immediately to the Designated Safeguarding Lead (DSL).
· Maintain professional boundaries, confidentiality and accurate safeguarding records.
· Participate in safeguarding training and updates as required.

Health and Safety
· Use own vehicle for school business where required, ensuring appropriate insurance and vehicle safety standards are maintained.
· Follow all lone-working risk assessments and health and safety procedures when undertaking off-site duties.
· Report any concerns relating to health, safety or welfare promptly.

Additional Duties
· Participate in training, supervision and continuing professional development relevant to the role.
· Support wider school engagement and pastoral initiatives where appropriate.
· Undertake other reasonable duties commensurate with the role and grade as directed by the Attendance Welfare Officer or Senior Leadership Team.

Person Specification
Essential Criteria
Experience
· Experience working with children, young people or families in an education, care, welfare or support setting.
· Experience supporting vulnerable pupils or families experiencing barriers to engagement.
· Experience communicating professionally with parents/carers and external professionals.
· Experience maintaining accurate records and using ICT systems.

Knowledge and Understanding
· Understanding of safeguarding and child protection responsibilities.
· Understanding of barriers affecting school attendance and engagement.
· Understanding of SEMH, SEND and trauma-informed practice.
· Understanding of professional boundaries and confidentiality.

Skills and Abilities
· Strong communication and interpersonal skills.
· Ability to build positive and supportive relationships with families and young people.
· Ability to manage challenging or sensitive situations calmly and professionally.
· Ability to work independently and prioritise workload effectively.
· Good organisational and administrative skills.
· Ability to work collaboratively within a multidisciplinary team.
· Competent ICT skills.

Personal Qualities
· Resilient, empathetic and solution-focused.
· Calm and professional under pressure.
· Reliable, flexible and proactive.
· Strong commitment to inclusion and supporting vulnerable young people.
· Professional integrity and discretion.

Qualifications and Requirements
· GCSE English and Maths (Grade 4/C or above) or equivalent.
· Full UK driving licence and access to own vehicle.

Desirable Criteria
· Experience working within a special school, SEMH or SEND setting.
· Experience supporting attendance interventions or family liaison work.
· Experience undertaking home visits or welfare support work.
· Knowledge of local authority attendance procedures and safeguarding pathways.
· Training in trauma-informed practice, safeguarding or behaviour support approaches.
· Experience contributing to multi-agency working.

Safeguarding Statement
Reddish Hall School is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment and adhere to statutory safeguarding guidance, including Keeping Children Safe in Education, Prevent Duty guidance and the school’s safeguarding and child protection policies.
The successful candidate will be required to complete an enhanced DBS check and all relevant pre-employment checks.

Professional Development
The successful candidate will receive:
· Full induction and role-specific training.
· Safeguarding and lone-working training.
· Attendance and welfare systems training.
· Ongoing CPD linked to SEMH, SEND, safeguarding and family engagement.
· Support and supervision from the Attendance Welfare Officer and Senior Leadership Team.
· Opportunities for further professional development relevant to the role.

Summary
The Family Liaison and Attendance Officer will play an important role in improving attendance, engagement and family relationships across Reddish Hall School. The role combines operational attendance responsibilities with practical family support and liaison, helping pupils and families overcome barriers to education and successfully engage with school life.
The successful candidate will be a compassionate, resilient and organised professional who can build positive relationships with families, work confidently within a multidisciplinary SEMH environment and support vulnerable young people to achieve improved educational outcomes.


PERSON SPECIFICATION
	Experience
	Essential
	Desirable

	Experience of work with autistic spectrum disorders and/or challenging behaviour 
	
	

	Experience of work within an education setting 
	
	

	Experience of planning, delivering and teaching lessons 
	
	

	Skills
	
	

	Ability to work independently and as part of a team 
	
	

	Effective communication skills, verbal and written 
	
	

	Ability to record information accurately 
	
	

	Good organisational skills 
	
	

	Ability to deal with complex and challenging behaviour 
	
	

	Ability to demonstrate empathy 
	
	

	Good IT skills 
	
	

	Ability to tailor teaching and learning to the needs of individual students 
	
	

	Ability to lead and coordinate effectively 
	
	

	Qualifications & Training
	
	

	Relevant Teaching Qualification 
	
	

	Willingness to work towards further qualifications as required 
	
	

	Undertake relevant group induction training on commencement 
	
	

	Other
	
	

	Commitment to the values of the Organisation
	
	

	Driving licence and access to a car
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