Lancashire County Council
	Person specification form

	Job title: ATTENDANCE ASSISTANT
	Grade: 5

	Directorate: Children and Young People
	Post number: 1

	Establishment or team: Hyndburn Park Primary School

	The appointed person will:

Follow up the lack of response to first day contact and other contacts by carrying out home visits or meeting parents/carers in school.

Have high expectations of attendance.

 Suppot families and pupils to improve attendance.

Work with external professionals and agencies, if needed.

Work closely with the Senior Leadership Team to provide and create attendance reports, so that data can be analysed.

To arrange follow up meetings with parents/carers, where appropriate and to provide the relevant senior leader with the information.
	Essential (E)

or

desirable (D)
	To be identified by: application form (AF),

interview (I),

test (T), or
other (give details)

	Qualifications
	
	

	Grade C or equivalent in Maths and English.
	E
	A

	
	
	

	
	
	

	
	
	

	Experience
	
	

	Worked in a school before.
	D
	A, I

	Has knowledge and the use of SIMS.
	D
	A, I, T

	Previous experience of dealing with attendance.
	D
	A, I

	
	
	

	
	
	

	
	
	

	Knowledge, skills and abilities
	
	

	Willingness to undertake home visits.

	E
	A, I

	Excellent verbal and written skills.

	E
	A, I

	
	
	

	
	
	

	
	
	

	
	
	

	Other (including special requirements)

1. Commitment to safeguarding and protecting the welfare of children and young people 

2. Commitment to equality and diversity
3. Commitment to health and safety
4. Commitment to attendance at work
	E

E
E

E
	I

I
I
I

	Prepared by:
	The Headteacher

	Date:
	14.02.25

	Note:
We will always consider your references before confirming a job offer in writing.


