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The Enquire Learning Trust
Visions, Values and Mission



The Enquire Learning Trust

We are a multi-academy trust currently responsible for 32 academies in four clusters across the North of England; North East Lincolnshire, Hull, Manchester, Teesside and North Yorkshire.

We work in complete collaboration with each of our academies and place a strong emphasis on school-to-school support and learning. Our academies work in collaboration with one another, sharing both their talent and ideas with others, giving employees the opportunity to learn from individuals within our other academies.

We recognise that the most important assets we have are our employees, and for our academies to succeed we need to ensure we employ the very best people in every single role. Our core values and beliefs are consistent throughout all of our academies, and our keys to success are at the heart of everything we do. 

Every role across the Trust is valued, appreciated and purposeful. We believe that the outcome of every role across the Trust should improve the education each of our learners receive. Whether teaching, support or leadership, every single role is vital to the success of our academies.

We also recognise that all of our academies are different, and we encourage individuality. Whilst we believe our academies should work together to support best practice and to share ideas, we don’t believe that implementing blanket priorities and objectives is pertinent to a successful academy, and we encourage autonomy for academy leaders wherever possible.

Values

· We believe that all learners can be powerful learners given access to extraordinary learning experiences. We want children and the academies they attend to be confident, successful and ambitious.
· We envisage a Trust where well led, highly skilled and committed professionals collaborate, learn and innovate together to ensure that all academies are successful and where all learners have access to effective and innovative provision that meets their needs and aspirations.
· We want to add value to achievement and raise standards. We also want to change lives. We know this requires our provision and our practice to be world-class – because of the distance we have to travel, we understand that good will not be good enough and that we need to develop a shared appreciation of excellence and then strive to enact this every day.
· We take learning seriously and work together to create a vibrant culture in which this can happen.  We know that it’s what we do that counts and that our thinking must be visible in classrooms if it is to have leverage.  Children are at the forefront of all that we do and aspire to do. We take serious steps to engage them, to hear their voice in authentic ways and then to use their insight and expertise to develop radical pedagogies that tap into their passions and interests and use the potential of emergent technologies. 
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Elliston Primary Academy is an Ofsted graded Outstanding academy which has the resolute belief that ‘every child can be a successful learner, no matter what.’ 
We are strongly shaped by our motto of ‘Together, we dream, believe, achieve’ and we strive for our pupils to leave us as self-determined thinkers who have high aspirations for what they might achieve in their lives. Life skills are valued alongside academic success and we focus on every learning opportunity as a chance for pupils to secure their capacity to learn which will stand them in good stead in the next stage of their education. 

Our focus on enquiry driven improvement is reflected in the four drivers; 
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We passionately believe that every child deserves the very best and that is evident in the work and challenge of the Enquire Learning Trust too and this has ensured the academy has developed consistently outstanding practice throughout. 

Elliston is a great place for adults as well as children and we have been told… ‘Respectful relationships are part of Elliston’s DNA. There is a real sense of togetherness in classrooms, adults and children who believe in one another and want to do well for one another.’

Elliston is a place where children and adults thrive and are proud to be. We are lucky to have a dedicated and skilful staff who all work very hard to provide the best opportunities for all pupils and to create a positive atmosphere of purposeful learning. 



EAP Programme

The Enquire Learning Trust offers an extensive health and wellbeing package to support employees in maintaining health and wellbeing including;


· an employee assistance programme through Health Assured;
· a mental health first-aid programme;
· access to formal supervision through Applied Psychologies;
· access to a wide range of training and development opportunities;
· subsidised gym/sports facilities;
· a stress risk assessment;
· employee wellbeing support plan;
· special leave arrangements;
· opportunities for flexible working;
· support for workers with disabilities;
· counselling for all employees through Health Assured; 
· counselling through Education Mutual
· support from trade union representatives.
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The Trust offers a plan through Health Assured which provides access to valuable health and wellbeing services.​

Key Features:

· Unlimited access to 24/7 confidential telephone helpline
· Up to 10 sessions of face to face, telephone and online counselling
· Access to the portal and wisdom app
· Coverage for spouse/partner and dependants
· Medical information line including articles, webinars and podcasts
· Menopause Support access to other resources such as 'Menopause Matters'
· Access to Perks and Discounts 
· Online and mobile access, anywhere and anytime
· Self-help guides, mood and wellness trackers
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Elliston Primary Academy
Vacancy – Attendance Officer

Elliston Primary Academy is seeking to recruit a self-motivated, reliable, proactive and organised person to join our amazing premises team. This is a great opportunity for the right candidate to become part of Elliston Primary Academy. 

Working Hours: 37 hours per week			Contract Type: Permanent
Working Weeks: 39 weeks per year			Start Date: September 2026
Salary Scale: NJC SCP 11 - 15				Location: Elliston Primary Academy

About us:
Elliston Primary Academy is an Ofsted graded Outstanding academy which has the resolute belief that ‘every child can be a successful learner, no matter what.’ 

About the role: 
The role involves promoting a positive attitude and ethos for the attendance and punctuality of pupils within the academy. The successful candidate will work to identify and implement intervention strategies to address and continually improve attendance and punctuality. The attendance officer will play an important role within the pastoral and admin teams creating a welcoming environment for learning. 

We are looking for someone who:
· Believes in our vision and values and will strive for the very best for all our children.
· Can provide support and guidance to pupils, families, and staff to promote positive behaviour, attendance, and well-being
· Can help create a safe and inclusive environment that fosters the social, emotional, and academic development of all pupils
· Can work closely with families, providing support and guidance to ensure their needs are met, and their involvement in their child's education is encouraged.
· Can be flexible and remain positive when key changes are made.
· Has high expectations of themselves and the children in their care. 
· Is energetic, creative and passionate about making a difference 

In return, we can offer you;
· A chance to be a part of a thriving and happy, outstanding academy 
· A dedicated team of supportive colleagues who are passionate about the pupils in their care;
· Membership of East Riding Pension Scheme
· Opportunities for development and progression 
· Employee Assistance Programme provided by Health Assured
· Cycle to Work Scheme 
· Lifestyle savings

How to apply
You can apply for this position by visiting The Enquire Learning Trust
Closing date and time: Wednesday 24th June – 12pm
Interview Date: Thursday 2nd July

DBS/Safeguarding Statement
The Enquire Learning Trust is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. As this post involves access to children or vulnerable adults, the successful applicant will be required to obtain an Enhanced Disclosure from the DBS

Please see our safeguarding, child protection and equality polices on our school website – www.ellistonprimary.net  (references to these policies may be made during interview).
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Attendance Officer – Job Description

	Job Title
	Attendance Officer

	Location/Base
	Elliston Primary Academy

	Accountable for
	Responsible for the monitoring of accurate pupil attendance


	Reporting to
	Executive Principal / Head of School / Academy Business Manager 



Key Role/Functions
To use data to analyse and closely liaise with SLT and the pastoral team to monitor pupil attendance. To identify and implement intervention strategies to address and continually improve attendance and punctuality for targeted pupils. To contribute as required to the academy’s aims and objectives of developing teaching and learning standards and improving pupil achievement.
To ensure that academy systems, procedures and operations are compliant and in line with Trust policies and expectations. To provide general administrative support to the School under the Office manager's and SLT's instruction to assist in efficiently running the School Office.  

Specific Duties and Responsibilities 
· Implement and ensure all staff adhere to the Academy attendance Policy, including contacting parents/carers of absent children
· Work closely with the SLT and Pastoral Staff to identify any patterns, issues and ways of supporting families to improve attendance
· To check on late pupils. 
· To ensure all unexplained absences are accounted for, seek the reason for absence via telephone or letter home if required.  
· To check the accuracy and correct coding on registers.
· To follow Attendance policy and send out letters as required. 
· Identify individuals and/or groups of pupils that require additional support to improve their levels of attendance and punctuality.
· Identify and implement intervention strategies to address poor attendance and celebrate excellent attendance. 
· Making home visits to pupils and parents/carers as appropriate.  
· Initiate and follow through with appropriate sanctions in liaison with the relevant colleagues and other professionals, including fines and court action linked to the local authority system
· In liaison with relevant colleagues/school management, attend follow-up meetings and other relevant meetings with parents/carers and/or other professionals to provide relevant information, offer support and seek ways in which the school can help in improving individual attendance and punctuality.  
· Liaise with outside agencies parents/carers, social services, other schools and/or organisations in relation to information on pupil attendance and punctuality.
· Establish and maintain good relationships with all pupils, parents/carers, colleagues and other professionals. 
· Support the transition of new pupils and leavers.
· Supporting and checking on pupils who are out of school for any reason, for example, suspension or attending alternative provision. 
· Report any welfare and/or child protection concerns as per school policies and procedures. 
· Completion of accurate statistical returns regarding pupil attendance and punctuality as required by the school, local authority and DfE. 
· Responsible for ensuring data quality and as such the integrity of management information through the proper use and safekeeping of data and record systems both manual and computerised. 
·  Promoting and safeguarding the welfare of children and young people in accordance with the school’s safeguarding and child protection policy.
· Undertake professional development activities to enhance personal development and job performance, through the provision of training and mentoring.  
· Attend relevant school meetings, as well as any other meetings associated with this role. Any other reasonable duties as required by SLT.
· Closely monitor attendance using Bromcom and identify patterns and issues.
· Identify cases of persistent absence and monitor closely with SLT.



Other 

· To treat pupils, parents, staff, visitors and contractors with care, consideration and courtesy in accordance with the school’s ethos and values. 
· To present high standards of personal appearance in accordance with the school’s ethos and values. 
· To maintain confidentiality at all times in respect of the Trust and the academy related matters.
· Any other reasonable duties as directed by the Business Manager, Principal and Senior Leadership team. 
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Attendance Officer – Personal Specification

	Attributes 
	Essential 
	Desirable 
	How Identified 

	Qualifications and Training 
 
	· 5 GCSE’s with a minimum of grade C or above in Maths and English (or equivalent qualifications) and a good standard of general education  
· A good standard of general education, in particular, the ability to write to a high standard of literacy and develop reporting writing skills  
· Good level of IT competence, including word and excel  
· A professional qualification relevant to the post such as social work, teaching, youth work or other relevant qualification  
	BROMCOM training/experience 
Attendance training/experience 
Safeguarding training 
 
 
	Application and certificates 

	Experience 
	· Record keeping and organisation  
· Liaising with members of the public, staff, management and organisations 
· Knowledge of the school’s behaviour and management policy and procedures    
· Knowledge of the school’s fire and emergency procedures  
· Knowledge of Child Safeguarding procedures  
· Up-to-date knowledge of attendance regulations   
· Awareness of legislation relating to the welfare and protection of young people  
· Using IT systems to compile reports as well as analysing statistical data for monitoring purposes  
· Working with young people and their families, preferably within an educational context   
	Working in a school office environment 
Carrying out routine safeguarding checks 
Working with professionals and other agencies in a multi-agency context  
Experience working with children and within a school attendance-related service 
An understanding of issues that may affect a pupil’s ability to attend school  
 
	Application form 
References 
Interview 

	Skills and Knowledge 
 
	Well-developed administrative and organisational skills   
Excellent literacy and numeracy skills 
Proficient and competent in the use of Microsoft Excel spreadsheets 
Good organisational skills 
Excellent verbal and written communication at all levels 
Ability to prioritise, plan and organise work effectively 
Ability to organise and conduct Attendance Meetings with the Principal  
Ability to cope with stressful/conflict situations   
Ability to manage home visits   
Sensitivity in dealing with confidential issues   
Ability to persuade and negotiate and have the confidence to challenge difficult behaviour   
Flexibility and initiative to enable decisions to be made on a day-to-day basis to ensure deadlines and other requirements are met   
Good communication skills, both written and oral, with both adults and young people   
Personal credibility to deal with a wide range of stakeholders and represent the school in dealing with external representatives   
Able to use IT systems accurately and effectively to produce reports, record information and monitor outcomes for individuals and groups  Maintain a professional and positive manner 
	Experience of school administration systems e.g. BROMCOM, Tameside Portal, Class Dojo, MCAS 
Experience of working with outside agencies e.g. Education Welfare Officers and Social Care 
 
	Application form 
References 
Interview 

	Personal Qualities 
 
	To be able to develop effective positive working relationships 
The ability to handle difficult situations in a professional and efficient manner  
To undertake training as appropriate 
Ability to demonstrate complete confidentiality and discretion 
To be able to demonstrate the values and culture of the Academy/Trust and commitment to the welfare and safeguarding of children 
	 
	Application form 
References 
Interview 
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Hannah Willis
Elliston Primary Academy
Elliston Street
Cleethorpes
DN35 7HT

01472 235116

h.willis@ellistonprimary.co.uk

The Enquire Learning Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All ID and qualification checks will be made prior to appointment, as will online searches of candidates (Keeping Children Safe in Education 2023). Any offer of employment will be subject to receipt of a satisfactory Disclosure & Barring Service check and Disqualification by Association Disclosure. 

DISCLOSURE AND BARRING AND RECRUITMENT CHECKS
The Trust is legally obligated to process an enhanced Disclosure and Barring Service (DBS) check before making appointments to relevant posts.
The DBS check will reveal both spent and unspent convictions, cautions, reprimands and final warnings, and any other information held by local police that’s considered relevant to the role. Any information that is “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 will not appear on a DBS certificate.
For posts in regulated activity, the DBS check will include a barred list check.
It is an offence to seek employment in regulated activity if you are on a barred list.
We’ll use the DBS check to ensure we comply with the Childcare Disqualification Regulations. It is an offence to provide or manage childcare covered by these regulations if you are disqualified.
Any data processed as part of the DBS check will be processed in accordance with data protection regulations and the trusts information governance policy which can be found on the website.
Please note this post is in regulated activity and exempt from the rehabilitation of Offenders Act 1974 and subject to satisfactory references and an enhanced DBS criminal records and barred list check for work with children. An online search may be undertaken as part of the recruitment process on information available in the public domain. Candidates should disclose anything that may be relevant in line with Keeping Children Safe in Education.

Any job offer will be conditional on the satisfactory completion of the necessary pre-employment checks. Only applicants who have been shortlisted will be asked for a self-declaration of their criminal record or information that would make them unsuitable for the position. Any convictions that are self-disclosed or listed on a DBS check will be considered on a case-by-case basis.

All documentation will be treated confidentially and processed in accordance with Data Protection regulations. 
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