[image: ]City of London Academies Trust 

Job Description Template – Attendance Officer

Post: Attendance Officer

Accountable to:  Attendance Manager	

Salary: Grade 5 Scale Points 12 – 15 £29,364 - £30,852 (fte) actual salary £28,408 - £29,848

Working Pattern: Full time 37 hours per week Monday to Friday, term time only plus 10 days

Location: City of London Academy, Shoreditch Park

Disclosure level: Enhanced
[bookmark: _GoBack]	
Main Purpose: 
· To take responsibility for whole school attendance and ensure the school is meeting its obligations and targets in relation to school attendance, especially persistent absence. 
· To promote positive attitudes by students and families towards education and to ensure that parents are made fully aware of their statutory responsibilities. 
· To establish and develop a professional service to support the school in raising attendance, investigating persistent absences and improving punctuality.  

Key Accountabilities 

The Attendance Officer will be expected to:
· Be the first point of contact for all attendance issues in the academy.
· Responsibility for informing parents through text messages/phone calls of their child’s absence from the academy. 
· Updating relevant absences on SIMS from the telephone absence line/from reception/Heads of Year.
· To follow up on missing reasons for absence.
· To establish the reason for non attendance, make assessments and agree a plan for facilitating a return to school using appropriate strategies within specified timescales
· Monitor the information system for the registration process and persistent absenteeism.
· Action the response system for failing or poor attendance and punctuality including first day contact procedures for absent students.
· Be responsible for the monitoring of student attendance and punctuality.
· Be responsible for the operation and delivery of the school’s systems and strategies to raise student attendance and to reduce persistent absenteeism/persistent lateness.
· Challenge and act upon unauthorised absence, persistent absence and school refusal, including phonecalls, letters, and parent meetings,
· Work with appropriate staff to develop individual action plans to improve attendance with individual students where their attendance gives cause for concern.
· Arrange and meet with parents when attendance concerns do not improve. 
· To use IT systems to produce reports, recording information including statistical data, providing reports to the Senior Leadership Team, other staff and other professionals, where necessary. 
· To support pastoral, head of years and the Senior Leadership Team in advising the school on all matters relating to attendance and where necessary take the lead role in developing work processes, strategies and systems to improve school attendance. 
· To work on initiatives which raise the awareness of school staff, parents and the community on the importance of school attendance.
· Be responsible for the timely submission of relevant attendance data to the Attendance Manager
· Support compliance with General Data Protection Regulations.
· Be responsible for the operation of efficient attendance systems in the academy.
· Liaise closely with the safeguarding team where issues around attendance and safeguarding overlap.
· Complete relevant safeguarding training to the role to ensure vulnerable students are being supported with their attendance.
· Assist with the delivery and administration of the academy’s key student services. 
· Support the academy in creating a professional culture of high expectations in which students feel safe, 

Attendance, Cover & Communication 
· Manage daily attendance, ensuring am and pm registers are completed within the required timescale.
· Input and record student absence, correcting codes where necessary.
· Implement first day texting and calling protocol.
· Print and maintain class registers, teacher and student timetables.     
· Assist with the completion of all statutory reporting requirements; i.e. School Census
· Ensure attendance data from external sources are effectively uploaded and validated.
· Respond to all enquiries relating to attendance. 
· Follow up and check any post-registration truancy.
· To deal with attendance enquiries from staff and parents and producing attendance lists where necessary.
· To network with other attendance officers and share best practice.


Safeguarding Children
COLAT is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment. The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The person undertaking this role is expected to work within the policies, ethos and aims of the Trust and to carry out such other duties as may reasonably be assigned. The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant functions are fulfilled through direct dialogue with employees, contractors and community members. 

English Duty
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak fluent spoken English is an essential requirement for this role. 



City of London Academies Trust
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Our Values and Vision
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide high-quality education for students and pioneer educational innovation. We are driven by the ambition to provide world-class experiences and deliver exceptional educational outcomes for the young people we serve. 

All City of London schools and academies draw upon the traditions, institutions, heritage and historical successes of London to furnish each of their diverse communities with life-transforming learning experiences. In doing so, we believe that the young people we serve develop into successful, compassionate young adults, who make a positive contribution to their local, national and global communities. 

Our schools are characterised by a common understanding of what makes outstanding schools, based on five key principles which are known as our 'Foundations of Excellence'​.

Our Staff
Our staff have high expectations, are consistent and driven to provide the best teaching and opportunities for our students. Teachers work in a well-disciplined environment where they are able to teach creative and engaging lessons, and all staff are given exciting opportunities to develop and learn from exceptional practitioners.


	
	Essential
	Desirable

	Qualifications

	A good level of literacy and numeracy skills with at least a qualification at GCSE grade C, NVQ Level 3, or equivalent in English and Maths
	
	

	Additional qualification or training relating to this position
	
	

	Be able to demonstrate a willingness to attend appropriate training and development
	
	

	Evidence of continuing professional development
	
	

	Experience, Skills and Knowledge

	Understanding of legislation relating to school attendance
	
	

	Experience of school/academy data systems (SIMS) and of school/academy processes
	
	

	Excellent attention to detail
	
	

	Able to communicate sensitively with parents, students and staff
	
	

	Experience in a school/academy/college environment in a similar position
	
	

	Good listening, oral and literacy skills
	
	

	High levels of computer literacy
	
	

	Ability to prioritise and work under pressure with varying deadlines
	
	

	Record keeping, information retrieval and dissemination of data / documentation
	
	

	Developing and maintaining contacts with outside agencies e.g. Local authority, DFE, Trust
	
	

	Working in an environment with experience of taking initiative and self-motivation
	
	

	Working as a member of a team and independently
	
	

	Personal Qualities

	Be able to maintain confidentiality
	
	

	Be able to remain impartial
	
	

	Have a flexible approach to working hours
	
	

	Have a positive attitude to personal development and training
	
	

	Good interpersonal skills
	
	

	Attention to detail in communication and planning
	
	

	Ability to problem-solve
	
	

	Ability to develop good relations with staff and pupils and the wider school community
	
	

	Excellent understanding of database systems to produce reports and statistics
	
	

	Other

	Commitment to safeguarding and promoting the welfare of children and young people 
	
	

	Willingness to undergo appropriate checks, including enhanced DBS Checks
	
	

	Motivation to work with children and young people 
	
	

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