[image: image1.jpg]


[image: image2.png]




Dormers Wells Infants School and Dormers Wells Junior School
Job Description
Post Held: Attendance and Welfare Officer
Salary Scale: Grade 6
Main purpose of the job:
To promote punctuality and attendance, to co-ordinate support to pupils’ with medical needs, and to support the administrative functioning of the schools. 

Duties and responsibilities 

Punctuality and Attendance

· To promote punctuality and attendance by carrying out daily monitoring, and prompt, rigorous responses to pupil lateness or absence.

· To promote family and individual pupils responsibility to attend school.

· To process registers twice a day using the school ICT system and register late pupils, ensuring that attendance and punctuality data is correct on ICT systems.

· To identify individual pupils with regular casual absence / those at risk of disaffection / truancy and to identify other unauthorised absence.

· To analyse punctuality and attendance data to identify pupils or groups of pupils where there are concerns, including preparing data analysis for Headteacher, governors or trustees. 

· To contact parents of absent students each day and issue more formal communications (letter or email) where required by school or DWLT policy.

· To meet parents / students at school or at home to discuss their punctuality and / or attendance issues where required by school or DWLT policy (some meetings / visits may be at unsociable hours).

· To propose punctuality and attendance targets, and monitor performance against agreed targets, for pupils where this has been agreed with the family. 

· To maintain records of family contacts and interventions. 

· To contribute to new strategies to improve attendance and punctuality. 

· To propose appropriate referrals to the LA (ESW) and support the LA in any subsequent interventions / actions.

Welfare
· To co-ordinate the support for pupils with medical conditions, ensuring the successful implementation of school / DWLT policy for supporting these pupils. 

· To be a trained first aider or paediatric first aider to carry out emergency and first aid medical services and to administer drugs or medicines or procedures pre-prescribed by a medical practitioner and in accordance with individual healthcare plans. When necessary, ensure that an ambulance or other professional medical help is called. 

· To maintain first aid stocks and to ensure that all first aid boxes are kept stocked and ready for use. 

· To liaise with parents with regard to sick children and regarding medical appointments for pupils with medical conditions. 

· To maintain the accident book and appropriate supporting documentation, ensuring records are up to date and accurate.

· Identify any trends or issues from illness or accident records and propose any actions or strategies required to reduce illness and / or accidents. 

· To analyse accident and illness data to identify any issues or trends where further school action may be required to reduce accidents or illness, including preparing data analysis for Headteacher, governors or trustees. 

Administration

· Operate as part of the administration team and provide general administrative support for the school, including work such as maintaining manual and electronic records, contacting parents or organisations, and preparing materials for the school (such as photocopying materials or letters). 
Additional Responsibilities

· Take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Designated Safeguarding Lead.

· Comply with DWLT and school policies and contribute to their evaluation and development.

· Contribute to the overall ethos, aims, and work of DWLT and its schools. 

· Keep abreast of current legislation and developments relating to your area of work.

· Proactively seek and participate in professional development, training and other learning activities. 

· Participate in performance management processes.

· Be a positive role model.

· Attend and participate in team, department, school or DWLT meetings as appropriate.

· Actively contribute to the school and DWLT self-evaluation processes and development of future improvement plans. 

· Carry out such particular duties as the Headteacher may reasonably direct from time to time. 

Note

Whilst every effort has been made to outline the main duties and responsibilities of the post, each individual task may not be identified.  Employees will be expected to carry out any reasonable request to undertake work of a similar level that is not specified in this job description.

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.
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