
 

 

Educational Teaching Assistant (Attendance & Behaviour) – Grade 8 
To work as a part of a team to promote excellent attendance and behaviour of pupils.   
To promote and provide efficient attendance systems and be the first point of communication for parents 
and carers with regard to attendance, welfare and other associated matters.  To advise on strategies to 
promote the regular and punctual attendance of pupils and to provide practical support for learning, 
educational activities, developing social skills, integration and for securing pupils physical and emotional 
well-being. 
 
The postholder will be responsible for the admission and induction of pupils new to the school. To 
contribute to the improvement in pupil attendance and performance and maintain the profile of 
attendance within school with all pupils (especially those that are vulnerable.)    
 
 This role is based at Westborough High School

The Job 
You will raise pupil attendance through a range of 
interventions and by sharing information and contacting 
external professionals as appropriate. 

To enable pupils to reach their full potential you will  
supervise and support pupils in structured and agreed 
learning activities and teaching programmes, promoting 
good pupil behaviour and attendance.  

You will assist in devising strategies, and interventions 
and implement plans to improve pupil attendance, 
emotional and behavioural difficulties in collaboration 
with parents, teachers, and other relevant agencies, 
attending meetings and feeding back to senior leaders.  

You will support the day-to-day implementation of the 
behaviour for learning systems around school. 

You will keep up to date with statutory information 
relating to school attendance (reporting and monitoring.) 

You will ensure that the school database is maintained 
and kept up to date in relation to attendance records 
including the reconciliation of unauthorised absences. 

You will interrogate pupil absence records, taking 
appropriate action, analysing data and feeding back 
information to appropriate staff. 

You will liaise with the Local Authority in relation to in-
year applications for admissions to the school and 
requests for transfers. 

You will assist with the placement of pupils with special 
educational needs and the involvement in re-integrating 
of pupils. 

To be responsible for the supervision of senior/ETA staff 
on attendance/behaviour initiatives  

Carry out administrative duties as required 

Job Checklist 
 Monitor registrations/enter data and take 

appropriate action. 

 Investigate and assess the causes of irregular 
attendance and where necessary support pupils in 
their education. 

 Issue penalty notices as appropriate. 

 Manage and monitor term-time holiday requests, 
liaising with the Assistant Headteacher. 

 Liaise with parents and pupils in relation to their 
attendance and encourage parents to be involved in 
educational issues and to liaise with staff regarding 
pupil attendance matters. 

 Promote the importance of attendance through 
displays, rewards, delivering aspects of assemblies 
and visiting tutor groups etc. 

 Be the first contact in relation to absent pupils and 
liaise with pupils in relation to attendance matters 
and communicate with the family liaison officer as 
appropriate, attending home visits as appropriate. 

 Provide advice on welfare benefits and other 
sources of support and assistance for pupils. 

 Prepare and maintain individual casework records 
for pupils. 

 Negotiate and mediate with and on behalf of parents 
and pupils in case disputes or misunderstandings. 

 Support and supervise in the daily Breakfast Club. 

 
 



 

 

The Person 
You will have a caring, supportive attitude and a passion 
for supporting and developing children/young people. 
You will be able to inspire, engage and motivate pupils 
to participate in school activities to enable them to 
achieve their full potential. 

You must be a strong and supportive team player who is 
able to communicate clearly with pupils and staff and be 
able to listen to others, and have a desire to build good 
relationships with staff and pupils. 

You will be able to follow instructions professionally and 
effectively but also use your own initiative when 
required. You will have a flexible and positive approach 
with a strong desire to provide a high standard of care. 

You will have a calm and patient approach when dealing 
with situations and be able to motivate and encourage 
pupils to behaviour in a positive and inclusive way.  

You will be able to relate to children/young people with 
diverse needs and have the ability to work with 
children/young people who have Special Educational 
Needs and behavioural difficulties. 

You will present a positive personal image, contributing 
to a welcoming school environment which supports 
equal opportunities for all. Supporting the climate for 
learning and promoting the school’s ethos and develop 
further the culture of achievement and high expectation. 

You will support the school’s vision and values, including 
the safeguarding and wellbeing of all pupils. 

You will work as a team member and identify 
opportunities for working with colleagues and sharing 
the development of effective practice with them. 

You will attend and participate in team meetings and 
fully participate in CPD activities. 

You will undertake such other duties and responsibilities 
as may be reasonably requested by the line manager or 
senior team, including first aid and duties 

 

Person Checklist 
 Previous experience of working with children/young 

people. 

 Experience  / ability to manage/supervise staff 
including performance management and training. 

 Numeracy and Literacy skills to a level to assist 
pupils with their work – at least NVQ Level 2 or 
equivalent. 

 Knowledge of or willing to gain an understanding of 
National Curriculum and other basic learning and 
programmes/strategies, along with the completion of 
DfES Teacher Assistant Induction Programme. 

 NVQ 3 for Teaching Assistant or equivalent 
qualification or experience. 

 Relevant professional development. 

 Ability to work with children that exhibit behaviour 
difficulties. 

 Ability to effectively use ICT / equipment to support 
learning. 

 Ability to communicate and engage effectively with 
pupils and staff members. 

 Ability to assist the teacher in planning class 
activities. 

 Ability to relate to children/young people from 
diverse social backgrounds. 

 Ability to work as a team member and on own 
initiative. 

 Ability to undertake cover in the absence of the 
class teacher. 

 A thorough understanding of the School’s/L A’s 
responsibilities towards safeguarding.   

 Willingness to undertake an enhanced disclosure 
and barring service check. Please note a conviction 
may not exclude candidates from employment but 
will be considered as part of the selection process.

This Role Profile is intended to provide an understanding and appreciation of the responsibilities of this particular 
job. It is not possible to specify every detail and we expect you to work flexibly within your skills, knowledge, 

experience and grade of this job. 

For Recruitment Purposes: In order to be considered for this role you will need to demonstrate using examples in 
your application that you meet the person checklist.  


