
 

Application pack for the post of: 
 

Family Support & Attendance Officer 

Contract type: 1 year Fixed Term Contract 

   Full time, term time only plus all INSETS 

Closing date:  Midnight Sunday 19 July 2020 

Interviews:   Week commencing Monday 20 July 2020 



 

 



 

  



 

  

Dear Prospective Applicant, 
 
Thank you for your enquiry regarding the post of Family Support and Attendance Officer at Saint Gregory’s to 
start in September 2020. This is a one-year fixed term post until August 2021. 
 
Saint Gregory’s is an over-subscribed high achieving school with a national reputation for excellence. Our most 
recent Ofsted and Diocesan inspections rated us as outstanding and we are committed to maintaining and 
developing that high standard. We are an inclusive school that places the student at the heart of everything 
we do. Whilst we are extremely proud of our reputation for academic excellence, we place equal value on 
ensuring that all of our students grow and develop a love of learning, participate fully in the life of the school 
and embrace many of the opportunities on offer.  
 
At Saint Gregory’s we inspire and encourage our students to fulfil their potential and flourish. We are recruiting 
for an ambitious and talented colleague who has a commitment to excellence and who will provide our school 
community with the highest standards of service. If you are successful you will be joining an established, 
successful and highly skilled team.  
  
As a Catholic school we provide our students with a moral compass based on Catholic Social Teaching that 
supports their growth and development. It is essential that our students are encouraged to have enquiring 
minds, ask questions and form their own opinions. The pastoral care at Saint Gregory’s ensures that our 
students grow into well-rounded, reflective, caring and thoughtful young people, ready to take their place in 
society. 
 
As a Catholic school our values are explicitly Christian, however you do not have to be of the Catholic faith to 
apply for this post.    
 
There is a warm, welcoming family atmosphere at Saint Gregory’s that underpins our culture as a school. The 
role of Family Support and Attendance Officer is an important one and the successful candidate will join a 
proactive and established team that work together to provide the very best support possible for our young 
people and families. 
 
If you possess the necessary skills and experience and would like to apply for this post, please submit your 
application by midnight on Sunday 19 July 2020. Interviews will be held remotely online the week commencing 
Monday 20 July 2020.  If you have any questions please do not hesitate to contact me via email to 
gormleys@st-gregorys.org.uk. 
 
Yours faithfully 
 
 
Ms A Cusack 
Headmistress 

 



 

  



 

 

 

 

About this role 
 

Post:   Family Support & Attendance Officer 
Contract type:  One year, fixed term, full time, term time only plus all INSET days 

  Monday to Thursday 8.30am - 4.30pm and Friday 8.30am - 4.00pm 
Salary:   Grade 6, SCP 18C: £24,313 - £26,317 (£20,795-£22,509 actual)  
    as at April 2019, pay award pending 
Start date:   1 September 2020  
Closing date:   Midnight Sunday 19 July 2020 
 
This is an exciting opportunity for a talented and enthusiastic Family Support and Attendance Officer to join as a key 
member of the Safeguarding Team in an Ofsted rated ‘outstanding’, high-performing and over-subscribed school. The 
successful candidate will be the lead professional working to identify students with safeguarding needs, supporting 
them on their educational journey and enabling them to achieve their full potential at Saint Gregory’s. 
 
Experience or knowledge of the importance of child protection, safeguarding and data protection are essential, 
together with the ability to communicate effectively, positively and with confidence. We are seeking a colleague who 
is steadfast in their commitment to supporting young people, inspires positivity in others and can demonstrate a vision 
for the ongoing development of our Safeguarding Team as a centre of excellence.  
 
Applications are invited from individuals who are currently either working within a safeguarding or child protection 
environment or an exceptional and dedicated professional who is ready to take the next step in their career and can 
demonstrate: 
 

• Knowledge and understanding of child protection, safeguarding and data protection; 

• Recent and relevant experience of working with children and their families to provide early help and support; 

• The ability to communicate effectively and appropriately to a range of stakeholders; 

• A flexible and engaging approach that promotes collaborative working to positively impact on children’s 
outcomes; 

• Sensitivity, respect and kindness to children and their families. 
 
In return, the successful candidate can expect:  
 

• Outstanding professional support to help you develop your career 

• A vibrant and dynamic student body that deserves the very best in teaching and support 

• A rewarding and dynamic job role making a real, lasting and positive impact on our school community 

• A positive and innovative learning culture where well-being and workload are effectively managed 

• Access to the Local Government Pension Scheme. 
 

For an open conversation about the role prior to application, please contact the Headteacher’s PA, Mrs Gormley by 
email to gormleys@st-gregorys.org.uk to arrange a suitable time. 
 
We are an equal opportunities employer and are committed to safeguarding and promoting the welfare of children. 
We follow safer recruitment practices and appointments are subject to an enhanced DBS check. Details of our CP Policy 
can be found on our website at www.st-gregorys.org.uk/useful-information/key-documents. 

 
 
 



 

 

 

 

About Saint Gregory’s 
 

 
 
 
Saint Gregory’s is a Catholic voluntary aided secondary school which was established by the Diocese of Clifton. It 
primarily serves designated Catholic parishes in Bath and North East Somerset, North West Wiltshire and the north of 
the County of Somerset and admits students of 11-18 years. We are a popular co-educational school, founded on 
Catholic Christian values and with a strong family and community ethos. These values envelop the learning of our 
students, providing them with an academic start to life that is supportive, nurturing and inspiring. Saint Gregory’s has 
a well-deserved reputation for academic excellence, outstanding pastoral care and an excellent enrichment 
programme.  
 
In 2019 we were recognised once again as an ‘Outstanding’ secondary school in our Section 48 Diocesan Inspection, 
highlighting our school as a flourishing educational community where every child is valued and encouraged to grow as 
individuals. 
 
Our GCSE and A Level results are excellent and not just in raw terms but also in the context of value-added. Such 
measures seek to identify the progress that every child makes during his or her time with us and show that our students 
make outstanding progress. 
 
The achievement of our students consistently places our school as one of the top achieving state schools in the country. 
Students leaving Saint Gregory’s progress to some of the very best academic institutions including Oxford, Cambridge 
and the Russell Group but more than this, they leave having acquired the academic success, confidence and skills they 
need to continue their educational or career journey of choice. 

  



 

 



 

 

 
 
 

 

 

 

Our Location 
 
 
 
 
We are located at the southern gateway to the World Heritage City of Bath with beautiful views towards the Severn 
Estuary and over Bath. Access to the school is easy as it is on main bus routes and next to the Odd Down Bath Park and 
Ride terminus. 
 
The World Heritage City of Bath itself needs little introduction. Over four million tourists a year come to visit its many 
attractions, such as its Georgian architecture, its festivals, theatres, museums, restaurants and shops. It boasts excellent 
schools, rugby and football teams and Olympic standard training facilities at the University of Bath. 
 
In 2017 Bath was named as the safest place to live in the UK. It is also a regular feature of the Sunday Times and 
Telegraph lists for best places to live in the UK, offering a very high quality of life. In 2018, it was named as the best UK 
city to raise a family by MoneySuperMarket.  
 
Bath is served by many attractive towns and villages, and our staff and students come from diverse locations. 
 

 
  



 

  



 

 
 
 

Job Description 
 
 
This job description should be read in conjunction with the professional duties set out in the governors’ Pay Policy and 
Performance Management Policy. 
 
Key Areas of Responsibility 
 
1. Core Purpose 
  
1.1 To be part of the school Safeguarding Team and support the Designated Safeguarding Lead (DSL) and Deputy 

Designated Safeguarding Lead (DDSL) in identifying and supporting children with safeguarding needs within 
the school, to undertake early help assessments, develop action plans, liaise with and co-ordinate the 
involvement of other agencies and professionals as required to achieve sustained improvement in child and 
family outcomes. 

1.2 To provide early help and support to children, young people in the school and their families where there are 
additional low level needs which are not being met by universal services. 

1.3 To ensure that the relevant services and interventions are enabling children to reach their full potential. 
1.4 To take the lead role in parent/carer liaison and to work with other agencies to identify children and their 

families who are in need of support. 
1.5 To work proactively with colleagues to build relationships with parents/carers of children within the school 

across all groups, but in particular working closely with our most vulnerable groups and to engage 
parents/carers in school and community activities. 

1.6 To promote and support high levels of attendance. 
 

2. Key Duties and Responsibilities 
 
2.1 Child Protection and Safeguarding 
 
2.1.1 To be part of the school Safeguarding Team and as such be responsible to the Designated Safeguarding Leads 

ensuring that you undertake all relevant training at the agreed specified interval, to be up to date with any 
changes or new legislation or requirements around Child Protection and Safeguarding. 

2.1.2 To support the DSL and Deputy DSL by: 
 - Supporting policy writing for Child Protection and Safeguarding 
 - Supporting the annual safeguarding and child protection audit as required 
 - Effectively using ‘My Concern’, a confidential recording system for safeguarding and child 

 protection concerns 
 - Supporting in the safeguarding action for individual children 
 - In the case of Children in Care, ensure you have the details of the child’s social worker and the name 

 of the virtual school head in the authority that looks after the child, liaising closely with the 
 designated teacher and DSL 

 - Liaising with other agencies and professionals in line with Working Together to Safeguard Children 
 (WTSC) 

 - Ensuring that locally established procedures are followed and make referrals to other agencies, 
 including Early Help and Specialist Children’s Services (SCS) as necessary 

 - Representing, or ensuring the school is appropriately represented, at inter-agency safeguarding 
 meetings (including Child Protection conferences) 

 - Being available for staff in the school to discuss any safeguarding concerns 



 

 
 
 
 
 
2.1.3 To create and promote a school-wide ethos for both children and staff that ensures children feel safe and 

comfortable to disclose any issues. 
2.1.4 To make initial investigations into disclosures including those that may involve staff and reporting/escalating 

these on, as per Child Protection and Safeguarding policies. 
2.1.5 To facilitate the sharing of information between local agencies, schools and local authorities in liaison with 

other members of the school’s Senior Leadership Team. 
2.1.6 To facilitate, lead and attend a range of meetings including Inclusion Team Meetings (fortnightly information 

sharing for vulnerable children), Team Around the Child meetings, attend child protection core group and 
attendance planning meetings.  

2.1.7 To communicate regularly with staff using forums such as inclusion based staff meetings, morning briefings, 
emails, etc, to ensure that information is shared appropriately around the safeguarding needs of individuals. 

2.1.8 To prepare regular reports to be presented to the Senior Leadership Team (SLT) and Governing Body which 
analyse and track Safeguarding and Child Protection data on a regular basis. Data that should be included will 
include both qualitative and quantitative.  Formulate these reports into an annual safeguarding report which 
will be presented to the SLT and Governing Body. 

 
2.2 Case Work 
 
2.2.1 To work in partnership with parents and carers to strengthen their parenting capacity to improve their child’s 

life chances using evidence based parenting programmes and group work interventions.  
2.2.2 To work in the best interests of the child and to maintain a focus on child outcomes at all times.  
2.2.3 To use reflective supervision in casework, attending regular supervision with the line manager. 
2.2.4 To track progress and maintain accurate and contemporaneous records on the school’s management 

information systems. 
2.2.5 To provide case studies which demonstrate outcomes as required. 
2.2.6 To provide feedback to others and escalate concerns where necessary. 
2.2.7 To understand and comply with safeguarding procedures and to take immediate and prompt action to 

safeguard children, understanding their role and responsibilities. 
2.2.8 To ensure that all work with children and families is delivered to an excellent standard. 
 
 
2.3 Transition 
 
2.3.1 To work closely with the Head of Year 7 and Transition to oversee the transfer of children’s records (in 

accordance with GDPR legislation) to a child’s new school in accordance with keeping Children Safe in 
Education (KCSiE). 

2.3.2 To be involved in transition for Year 6 children into this school through ensuring the effective liaison with 
parents/carers, primary school staff and students in terms of emotional support, preparation and readiness. 

2.3.3 To identify students who may require support post transition to secondary school, implementing the relevant 
interventions and working closely with the primary schools to ensure a smooth transition. 

 
2.4 Attendance 
 
2.4.1 To work in partnership with the Director of Pastoral Care responsible for attendance and oversee the 

attendance of any children who are known to Social Care or considered vulnerable, making appointments 
with parents and carers where appropriate and referring to the Educational Welfare Officer (EWO) as 
necessary. 

2.4.2 To oversee the attendance of any children at risk of becoming persistent absentees (dropping below 94%) 
and intervene and support the parents/carers to raise attendance. 



 

 
 
 
 
 
2.4.3 To oversee the attendance of any persistent absentees (dropping below 90%) in close liaison with the 

Assistant Headteacher. 
2.4.4 To follow the school’s Attendance Policy and send out letters as required. 
2.4.5 To monitor the attendance of vulnerable groups of students and liaise with the relevant staff. 
2.4.6 To assist with the identification of students who will receive support in improving their attendance record. 
2.4.7 To interpret information relating to attendance patterns and identify key areas of concern. 
2.4.8 To provide updates for staff on student attendance. 
2.4.9 To collate, maintain and update attendance data. 
 
2.5 Parent/Carer Support 
 
2.5.1 To identify vulnerable parents/carers and, where necessary, advise on practical care and parenting skills, 

including how to meet the emotional needs of young people (eg, setting boundaries and consistent discipline 
where appropriate). 

2.5.2 To work in partnership with the Assistant Headteacher, Director of Pastoral Care and Headteacher to promote 
parent/carer liaison for the school and facilitate workshops which promote active participation of 
parents/carers in their child’s learning. 

2.5.3 To support and advise parents/carers and children in order to overcome barriers to learning. 
2.5.4 To promote self-esteem of parents/carers to help them to maximise their own personal and interpersonal 

skills, enabling them to respond to family needs by communication openly and providing good parenting, 
making relevant referrals where necessary. 

2.5.5 To maintain regular contact with families of children receiving support and to encourage positive family 
involvement in the child’s learning. 

2.5.6 To deliver effective communication by developing links between families, community groups and school. Plan 
interventions and develop best practice and approaches when working with young people and families, 
providing in-depth specialist advice such as advising on child protection referrals, producing accurate and 
confidential reports and liaising with other statutory and voluntary agencies for the benefit of families and to 
inform signposting to appropriate services. 

2.5.7 To develop meaningful links with community groups to promote the emotional health and well-being of 
families in the school and Children’s Centre. 

 
3. Professional Conduct 
 
3.1 To be responsible for the care, accuracy, confidentiality, security and maintenance of highly sensitive 

information in accordance with GDPR regulations.  Remain aware at all times of confidentiality and sensitivity 
requirements in relation to the service provided. 

3.2 To remain up to date and compliant with all relevant organisational procedures, policies and professional 
codes of conduct in order to uphold standards of best practice. 

3.3 To contribute positively to the wider school and community by supporting and driving projects and initiatives. 
3.4 To adhere to school policies, practices and procedures and be an advocate for school safeguarding, anti-

bullying, behaviour and online safety policies. 
 
4.  Other duties 
 
4.1 To line manage the School Meals Supervisory Assistants and be on duty each school lunchtime to support 
                 them (The Family Support Officer will take lunch at a separate time). 
4.2 To communicate effectively with all stakeholders and report to the Headteacher and/or SLT as required. 
4.3 To work closely with the Head of Year 7 and Transition and contribute to the creation of the Year 7 tutor                 
                  groups. 



 

 
 
 
 
 
4.4 To act as a positive role model and ambassador for Saint Gregory’s. 
4.5 To manage projects specific to the year group as directed by the Headteacher or other SLT colleagues. 
4.6 To undertake any necessary professional development as identified by the postholder or school. 
4.7 To perform, in accordance with any direction which may reasonably be given to you by the Headteacher from 

time to time, such particular duties as may reasonably be assigned to you (see: STPCD). 
 
5. Safeguarding 
 
5.1  The Governors of Saint Gregory’s are committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment.  An enhanced certificate from 
the Disclosure and Barring Service is required for this post prior to commencement. 

 
6. Organisational Management Chart 
 

This job description will be reviewed annually or more frequently if necessary by the Headteacher in 
consultation with the post holder. 

 
 
 

 
 

 
 

  

Headteacher 

Director of Pastoral Care Assistant Headteacher Pastoral 

Family Support & Attendance Officer 

SMSA 



 

 



 

 
 

 

Person Specification 
 
 

Family Support & Attendance Officer Essential Desirable 

Qualifications and professional development   

A minimum of five subjects Grade C or above in GCSE, O Level or equivalent 
including Maths and English 

✓  

Minimum NVQ Level 3 qualification (or equivalent)  in related field  ✓ 

Early Help Assessment Trained (EHA)       ✓ 

Designated Safeguarding Lead training  ✓ 

Prevent training  ✓ 

Experience/Knowledge   

Knowledge and understanding of the key relevant issues and legislation 
including safeguarding, Keeping Children Safe in Education, child protection 
and data protection. 

✓  

Recent and relevant experience of working with children and their families 
to provide early help and support.  ✓  

Knowledge and understanding of child development and child and family 
dynamics. 

✓  

Experience of making effective decisions based upon using, analysing and 
interpreting all pertinent information. 

✓ 
 

Excellent IT skills. ✓  

Experience of supporting and impacting positively on children and families 
who are vulnerable and those with additional needs.  ✓ 

Experience of using a variety of communication techniques and presentation 
formats to a range stakeholders.   

 ✓ 

Experience of working successfully with a variety of outside agencies 
including attending and contributing to multi-agency meetings.  

✓ 

Experience of monitoring attendance and working with teams to increase 
attendance and punctuality including the CMEO.  ✓ 

Skills   

Ability to communicate effectively (both orally and in writing with a wide 
range of stakeholders).  Produce clear, succinct and well-structured written 
work which creates a positive impact on the recipients.  

✓ 

 

Ability to keep confidentiality and an understanding of confidentiality.  ✓  

Ability to lead meetings. ✓  

Ability to facilitate learning, develop self-esteem and where necessary take 
on a counselling role. 

✓ 
 

 

 



 

 
 

 

Family Support & Attendance Officer Essential Desirable 

Skills   

Ability to adapt and contribute towards change in a positive manner and to 
Identify opportunities or problems in own area and take action to capitalise 
on opportunities or resolve problems. 

✓ 
 

Ability to collaborate and develop teams so that they positively contribute to 
the organisation. 

✓ 
 

A proven ability to assess and review young people and family circumstances 
in order to plan an appropriate action plan. 

 ✓ 

Personal Attributes   

Have a commitment to continuing professional development and 
willingness to undertake training as required to develop skills.  

✓ 
 

Excellent listener engaging with children and their families in order to 
understand their needs and concerns. 

✓ 
 

Organised and punctual. ✓  

Adept at acting as an effective advocate for children, securing positive 
outcomes on their behalf. 

✓ 
 

Demonstrate sensitivity, respect and kindness towards children ensuring 
their needs are met within any educational plans. ✓ 

 

Is an advocate for equality of opportunity and respecting diversity:  seeks 
to develop an understanding of different groups and individuals and works 
to ensure equitable and appropriate treatment for all. 

✓  

The ability to develop positive and productive working relationships with 
individuals and groups across a wide range of circumstances? 

✓  

A genuine desire to understand the dynamics of children and their families, 
in particular their needs and thoughts, and to make a worthwhile 
contribution on behalf of the school. 

✓  

Proactively gets involved in projects that are outside of immediate work area 
that contribute to the development of the school and the wider community. 

✓  

Emotionally intelligent and able to have difficult conversations in a 
supportive manner. 
 

✓  

Calm under pressure and able to manage a busy workload effectively.  ✓  

Safeguarding Children   

A clear understanding and commitment to safeguarding and promoting the  
welfare of children and young people 

✓ 
 

Ability to form and maintain appropriate relationships and personal  
boundaries with children and young people 

✓ 
 

Appropriate attitudes to the use of authority and maintaining discipline. ✓  

 

There will be on-going training and professional development requirements for the appointed person in 

order to keep up to date with the latest legislation and guidance in terms of safeguarding.  



 

 



 

 

 

 

 

 

How to apply 

 
Closing date for applications: Midnight Sunday 19 July 2020 
Interviews will be held: Week commencing Monday 20 July 2020 

 

Please note that due to the current situation with regard to COVID-19, all interviews will take place remotely. Full 

details will be given in the invite to interview letter for shortlisted candidates. 

 

Applicants are asked to submit their application to: 

 

The HR Department by email to hr@st-gregorys.org.uk or online at www.TES.com 

 

We are not currently able to accept postal applications at this time. 

 

No other material (such as testimonials, résumés or CVs) will be considered during the selection process.   

 

If you have any questions please do not hesitate to contact the Headteacher via email to gormleys@st-

gregorys.org.uk. 

 

We are an equal opportunities employer and are committed to safeguarding and promoting the welfare of children. 

We follow safer recruitment practices and appointments are subject to an enhanced DBS check. Details of our CP 

Policy can be found on our website at www.st-gregorys.org.uk/useful-information/key-documents. 
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