Job Description and Person Specification
Reintegration & Attendance Support Officer

	Job Title:
	Reintegration & Attendance Support Officer

	School/Academy:
	Saffron Walden County High School

	Salary:
	Starting Salary £27,945.64

	Responsible to:
	Headteacher



	Role:
	To oversee the day-to-day operation of the Pastoral Hub and lead on securing a positive relationship with the families of students accessing B16.


	Purpose of job:
	This role will ensure high-quality pastoral and academic support for students who are experiencing barriers to learning as well as supporting them and their families to improve attendance at school. 
The role has a particular focus on supporting students with Emotionally Based School Avoidance (EBSA), anxiety and medical needs, enabling successful reintegration into lessons and recovery of learning.  




Key Responsibilities 

Pastoral Hub Leadership (B16)

Oversee the daily operation of the Pastoral Hub (B16), ensuring a calm, safe and purposeful environment.

Act as the lead professional for learning recovery within B16, coordinating support for identified students.

Maintain systems for tracking engagement, attendance and learning recovery.

Develop B16 exit plans and individualised reintegration timetables. 

Maintain regular communication with parents and conduct review meetings involving the pupil, parents, and the relevant YAC.

Conduct home visits to support high attendance and ensure safeguarding, when required 

EBSA and Reintegration Support

Work collaboratively with the pastoral team (YACs) to support the reintegration of students with EBSA.

Develop and implement individualised reintegration plans, including phased returns where appropriate.2

Support students to manage anxiety and build confidence in returning to lessons.

Intervention Delivery

Plan and deliver targeted interventions to support emotional regulation, attendance and learning recovery.

Provide both one-to-one and small group interventions tailored to individual need.

Monitor and evaluate the impact of interventions.

Supporting Anxious Learner

Support transitions back into lessons, including lesson drop-ins where appropriate.

Work with teaching staff to adapt expectations and approaches.

Enable students to complete work within the pastoral hub where necessary, ensuring continuity of learning.

Medical Needs and Learning Recovery

Support students with medical conditions to access learning through B16.

Liaise with families, staff and external professionals where appropriate.

Support reintegration and learning recovery following periods of absence.

Family Engagement

Work closely with families to build positive relationships and shared understanding of strong school attendance.

Lunchtime and Extended Day Support

Provide a safe and supportive space for students during lunchtime as part of a working lunch. 

An amended end to the school day will accommodate this working pattern.

Safeguarding and Professional Responsibilities

Always safeguard and promote the welfare of children and young people.

Follow all school policies relating to safeguarding, behaviour and inclusion.

Maintain accurate records and contribute to review and referral processes

Engage in ongoing professional development, including enhanced safeguarding training.

Support for School:
· Participation in staff events by arrangement. 
· Attend Staff Meetings. 
· Contribute and participate in Trust events and activities where possible.
· Develop and maintain effective working relationships with other staff and parents/carers. 
· Adhere to the Trust values.  
· Follow school policies, practices and procedures.

Data security:
· Act in accordance with legal provisions regulating confidentiality and security of data and information in accordance with GDPR regulations.



Health and Safety: 
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions. 
· Co-operate with the Trust on all issues to do with Health, Safety & Welfare. 
· To work/operate all equipment within Health and Safety and other legal regulations, including risk assessments.
· Contribute to the maintenance of a safe and healthy environment. 

Continuing Professional Development:

· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the Trust.
· Undertake any necessary and identified professional development taking full advantage of any relevant training and development available, particularly when related to the use of ICT, for data management and record keeping. 
· Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice. 

Child Protection and Safeguarding
· The post holder will have a shared responsibility for the safeguarding of all children and young people. The post holder also has an implicit duty to promote the welfare of all children and young people. 
· To inform the Designated Safeguarding Lead (DSL) or Deputies of any issues relating to the safety and well-being of students using relevant systems (CPOMS)

Person Specification 

Essential 

· Ability to form positive and mutually respectful relationships with students who are showing signs of disengagement from school. 
· Ability to work well with the pastoral team and support the vision and delivery of the pastoral development plan 
· Experience of successful and positive working with young people with anxiety, EBSA, medical needs or pastoral challenges. 
· Strong understanding of reintegration and emotionally informed practice. 
· Experience of delivering one-to-one and group interventions. 
· Ability to build positive relationships with families to ensure barriers are identified and overcome. 
· Ability to lead interventions to support students to gain foundation knowledge and skills. 
· Ability to plan interventions to help students reflect and overcome their barriers. 
· Calm, flexible and resilient approach. 
· Strong organisational skills and attention to detail in record keeping 


The post holder will undertake any other duties commensurate with the grade of the post, in consultation with line manager.

This job description is subject to review and may be changed following consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation to the post holder’s professional responsibilities and duties.


The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
All staff will be subject to an enhanced check with the Disclosure & Barring Service.
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