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Attendance and Entitlement Officer


	Department 
	Children’s Services

	Service 
	Safeguarding, Partnerships and Opportunity

	Grade
	Scale I

	Reports to
	Attendance and Entitlement Manager

	Responsible for 
	N/A

	Job reference
	



	Job Purpose - 

	Norfolk County Council is expected to comply with a range of legal duties in relation to children’s entitlement to a full-time and efficient education, children missing education, child employment and safeguarding. It is the Attendance Service’s objective to ensure that these duties and expectations are met. 

Under the management of the Attendance and Entitlement Manager, Attendance and Entitlement Officers (AEOs) are responsible for ensuring the Service is delivered in accordance with legislation, national guidance, local procedures and protocols, and associated timescales where applicable. This will include delivery of Norfolk County Council’s Penalty Notice Protocol and ensuring any legal action taken is compliant with the Code for Crown Prosecutors. 

The Attendance and Entitlement Officers are expected to promote high levels of school attendance in Norfolk. To do this they are responsible for delivering the LA’s core offer of attendance support in line with the requirements of ‘Working together to improve school attendance’.  This work will include providing a range of services to schools including leading Targeting Support Meetings (TSMs), providing advice about individual children and case work for children missing education. 


	Context 

	Norfolk County Council is expected to comply with a range of legal expectations and duties in relation to children’s education, employment and safeguarding. The service will be provided in accordance with legislation, national guidance, procedures and protocols, departmental quality assurance targets and timescales where applicable.




	Accountabilities 

	Legal intervention:
To ensure the Local Authority discharges its statutory responsibility in relation to school attendance (Education Act 1996). Ensuring that in those situations which require court
enforcement, the case is presented to court in a timely and effective manner. Including being responsible for liaising with outside counsel when cases proceed to trial and with court personnel and the warrant agency as needed.

To recommend action and prepare and present cases for prosecution in Norfolk Magistrates’ Court through to the point of verdict and within required timescales. Take part in all aspects of the legal process associated with enforcing school attendance, including making parents/carer aware of their legal responsibilities, PACE interviews,
preparation of court statements and attending court hearings at trials.

Liaise with court officials, defence solicitors, NPLAW and prosecution witnesses in accordance with existing law, regulation and convention to ensure successful conviction. 

To quality assure and sign-off Penalty Notices in accordance with the Local Code of Conduct. 

When required, undertake a detailed assessment for Parenting Orders to comply with directions received from the Magistrates’ Court.


	Children Missing Education: 
To represent the Local Authority in discharging its statutory duties in relation to Children Missing Education. Taking referrals on children missing education whose parents have not taken action to secure a suitable education in line with statutory requirements. 
To follow the procedures in line with the School Attendance Order under the Education Act 1996 in order for children missing education to be given an education. 

To request and analyse data on children who are persistently absent and/or missing school for 10 days or more to ensure these children full education entitlement and address concerns with schools as required to determine whether the LA needs to provide education in line with its responsibilities under section 19 of the Education Act 1996.


	Advice, guidance and support to schools: 
To deliver the core functions of the Attendance Team in line with statutory guidance. This will include 
· Communication and advice: regularly bringing schools together via networks and webinars to communicate messages, provide advice and share best practice between schools and trusts within Norfolk.
· Targeting Support Meetings: holding termly conversations with schools, using their attendance data to identify pupils and cohorts at risk of poor attendance and agree targeted actions and access to services for those pupils.
· Multi-disciplinary support for families: signposting to early help support workers who can work intensively with families to provide practical whole-family support where needed to tackle the causes of absenteeism and unblock the barriers to attendance.
· Data Tracking: rigorously tracking local attendance data, statutory attendance returns and the use of part-time timetables to prioritise pupils, pupil cohorts and schools on which to provide support. 

To advise, support and challenge where necessary Senior Attendance Champions, head teachers, governors and trusts when required to ensure appropriate action is undertaken in respect of school attendance.


	Child Employment & Performance Licencing: 
To represent the Local Authority in discharging its statutory duties in relation to Child Employment and Entertainment. This will include visiting places of employment and entertainment to ensure compliance with the law, particularly during school holiday periods.


	Record Keeping:
In all aspects of the role maintain full, accurate and up to date records in accordance with departmental practice and guidance, including the maintenance of electronic records on case management systems.


	
This job is exempt under the Exceptions Orders to the Rehabilitation of Offenders Act 1974. Appointment to this job is subject to an enhanced DBS disclosure being obtained, and any relevant cautions, convictions and warnings being considered.





Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	High standard of literacy with the ability to produce clear and concise written reports and convey information accurately.

In depth and up to date experience of
attendance issues, policies, procedures.

Ability to maintain judgement, remain emotionally resilient and sustain performance when working under pressure and in conflict situations. 

To work non-judgementally and understand equal opportunities. 

Good listening and negotiating skills and the ability to challenge practice, negotiate and problem solve with schools, legal representatives, other LA colleagues and other agencies to promote the welfare of children and work towards common goals. 

Ability to work flexibly as part of a team and alone under own initiative managing and prioritising workloads while working to tight deadlines. 

Ability to communicate and influence across a range of people and organisations including the Magistrates’ Court. 

To establish and maintain positive relationships with colleagues, Head Teachers, school staff and other multi-agency partners. 


Competent IT skills including ability to use Microsoft Office products and the Synergy management information system.

Willingness to keep up to date with developments in school attendance, safeguarding and other related fields.

Ability to assist with the development of clear procedures and the promotion of sound professional practice in order to develop a high standard of service. 

Knowledge and understanding of the SEN code of practice, the Equalities Act 2010, the Data Protection Act and the Freedom of Information Act.
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	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	
Up to date and in-depth knowledge and understanding of statutory guidance and associated legislation for school attendance, children missing education, safeguarding and child employment. 

A thorough understanding of the organisation of schools and settings and their roles and responsibilities for school attendance.

Understanding of the links between school attendance
and safeguarding and how to safeguard and promote the
welfare of children. 

Experience of working within a local authority, school or other education setting with some responsibility relating to school attendance. 

Experience of providing advice, support, guidance and challenge as required to schools in relation to attendance or a related field. 

Experience of undertaking parenting assessments analysing need and making referrals to appropriate agencies. 


Experience of working with parents to support them to fulfil their responsibilities for ensuring children receive a suitable education. 

Experience of data analysis and draw conclusions to advise schools on planning. 

Experience in design, planning and delivery of training to schools; including Headteachers and Governors. · 

Experience of representing the Local Authority in the Magistrates’ Court.
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	Qualifications
	Mandatory (ü)
	Indicative (ü)

	
Minimum Level 3 qualification or equivalent 
in a relevant subject with the experience of practical case management.


Higher education with degree or relevant professional qualification e.g. social work, teaching. 

Evidence of up-to-date safeguarding training including multi-agency training. 
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	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	As the main purpose of the role is the promotion of good school attendance, there is an expectation that an Attendance and Entitlement Officer will be available for work during term time. Staff will therefore be requested to take most of their annual leave during school holidays.

Attendance and Entitlement Officers are required to travel as part of their duties working in a range of settings and visiting homes, this could include some out of county work. Attendance and Entitlement Officers will be responsible for their own travel arrangements, and these must be carried out in the most effective and efficient way to perform the job.

In most circumstances, the work of the Attendance and Entitlement Officer takes place during the normal working day.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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