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SPRINGFIELD
SCHOOL




Admin Team
JOB TITLE:


Attendance and Welfare Assistant

REPORTS TO:


Deputy Headteacher (i/c Attendance)
SUPERVISES:


Not Applicable

JOB PURPOSE
Day to day management of the school’s attendance policy under the direction of the Deputy Headteacher.

Day to day first aid assistance to pupils and staff in support of the School Nurse.

It is expected that the Attendance and Welfare Assistant will liaise closely with other members of the pastoral support teams within school.

KEY ACCOUNTABILITIES

To actively promote the School’s Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place

To maintain awareness of and commitment to the School’s Equal Opportunity Policies in relation to both employment and service delivery

To fully comply with the Health and Safety at Work Act 1974 etc, the School’s Health and Safety Policy and all locally agreed safe methods of work

At the discretion of the Headteacher, such other activities as may from time to time be agreed consistent with the nature of the job described above

To work with colleagues to achieve service plan objectives and targets

To participate in Employee Development schemes and Appraisal (Performance Management) and contribute to the identification of own team development needs

PRINCIPAL RESPONSIBILITIES/DUTIES

ATTENDANCE
· Daily scanning of attendance registers

· Retrieving attendance and punctuality information from the schools database as required
· Producing various reports to identify reasons for and patterns of absence

· Making first day contact by telephone and communicating with the parents of pupils who are absent or late
· Recording accurately the contact made and transferring the necessary information to the appropriate registers and staff

· Communicating with parents with information regarding absence and any other relevant matters that need to be referred
· assisting with the creation of reports and data returns for the Local Authority (PARS)
· Liaising with the Pastoral Manager (Attendance), reporting to the Deputy Headteacher on agreed actions
· Notifying parents of absences from exams/required coursework or attendance at an INSET day

· Assisting all staff with enquiries concerning attendance reports, timetable and whereabouts of pupils
WELFARE
Assist with all tasks associated with the running of the Welfare Office as required including:

· maintaining and administering approved medication to pupils following parental authorisation and under the management of the School Nurse

· maintaining the pupil signing in and out of school book, outside of the normal registration      procedure

· maintaining accident records and reports, including those required for statutory purposes under management of school nurse

· maintaining records as appropriate for all pupils and notify appropriate staff as required of any safeguarding/child protection issues

· regularly checking all First Aid supplies (including First Aid boxes) and replenish as required

· administration of lost property arrangements
GENERAL SUPPORT
· Report student and school issues in line with the school’s policies for health and safety, child protection, behaviour management etc.

· Attend meetings and training sessions as required
· Be aware of and act in line with school policies and procedures as outlined in the handbook and Manual of Personnel Practice
· Be involved in extra curricular activities, e.g. open days, presentation evenings
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