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JOB DESCRIPTION
Post/Job Title:	Attendance and Safeguarding Administrator
Responsible to: 	Attendance and Safeguarding Manager
Responsible for:	Accurate attendance and safeguarding record keeping
Key Relationships: 	Vice Principal, Attendance and Safeguarding Lead, Heads of Lower and Upper School, Heads of Year, SEND and Inclusion team, safeguarding team.
Location: 	The Skinners’ Kent Academy, Sandown Park, Tunbridge Wells, TN2 4PY 
Working Pattern:	37 hours a week, Monday – Friday, 39 weeks per year.
Salary: 	Band C
Role purpose
The Attendance and Safeguarding Administrator will work alongside key school staff in the academy, to promote robust safeguarding record keeping, excellent attendance and to reduce levels of absence.

It is important to: 
· Promote and support high levels of attendance. 
· To support students in achieving their full academic potential. 
· To support a robust culture of accurate attendance and safeguarding record keeping.	Comment by C Finnis: Added in
· Promote a positive attendance and punctuality culture. 
· Promote positive and consistent communication with parents/carers. 
Key responsibilities
· To complete and bi-annually renew DSL training, as a deputy designated safeguarding lead
· To ensure daily attendance coding is complete and accurate
· To monitor safeguarding record keeping on CPOMs
Duties
· To ensure all registers are completed promptly and no missing marks or unexplained absences remain, including lates.
· To assist with the identification of students who will receive support in improving their attendance record. 
· To follow School Policy of ‘first day contact’ within the school. 
· To check and remind any necessary staff to complete registers and follow process for any missing registers. 
· To ensure all unexplained absences are accounted for or send email communication requesting an explanation. 
· To assist and check records prior to the Census to ensure school attendance is accurate and up-to-date. 
· To request and file relevant documentation and medical evidence as required, guided by line manager.
· To assist with the completion of relevant internal and external referrals, such as KPAS or FD referrals.
· Regular review of active safeguarding incidents on CPOMs, requesting action updates when necessary and closing cases when appropriate. 
· Assist with monitoring of the safeguarding email account.
· Organisation and administration of internal counselling appointments and room bookings. 
· Schedule online deadlines for weekly welfare checks, as directed by Attendance and Safeguarding Lead. 
· To undertake home visits as designated by the Attendance and Safeguarding Lead, if and when required. 	Comment by C Finnis: Will this be required of Admin?	Comment by B Flack: @C Finnis No probably not actually
Additional Responsibilities
· Attend team meetings and staff meetings as required.
· To maintain a ‘knowledge bank’ through written procedures to enable cover to be provided in the jobholder’s absence.
· Maintain confidentiality inside and outside the workplace.
· Understand and apply all academy and Trust policies.
· Undertake any reasonable additional responsibilities requested at any time by the Executive and Senior Leadership teams.

The Skinners’ Kent Academy Trust is committed to equality, safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. An enhanced DBS check is required for all staff.
This job description is subject to review to complement the Trust's Performance Management Review framework.

	Name and signature of employee:
	

	Date:
	

	Name and signature of Line Manager/Reviewer:
	

	Date:
	



PERSON SPECIFICATION
	Criteria
	Essential
	Desirable

	Qualifications
	· Educated to A level, NVQ level 3 / 4 or equivalent.
· The ability to write to a good standard of literacy to include excellent report writing skills

	
· A professional qualification relevant to the post such as social worker, teaching, youth work or other relevant qualification
· First Aid trained or willingness to be First Aid trained

	Skills
	· Ability to work in a team and alone
· Excellent communication skills
· Ability to maintain a professional manner in challenging situations
· Good organisational and time keeping skills
· Good inter-personal skills including mediation and conflict resolution
· Effective communication with children, carers and other professionals
· Ability to display an understanding of social/welfare issues as they affect children, families and schools
· Ability to work on own initiative within departmental protocols and procedures
· Ability to deal with difficult situations.
· Ability to work under pressure
	
· A positive attitude to personal development and training
· Ability to prepare and write reports and produce factual and statistical information as required
· ICT Literacy

	Knowledge
	· Demonstrable awareness of legislation relating to school attendance
· Demonstrable awareness of legislation relating to the welfare and protection of children
· Demonstrate awareness of risk
	· Knowledge of the education system
· Experience with safeguarding


	Experience
	· Experience of working in an educational and/or social care setting with young people

	· Experience in working within statutory/voluntary agencies dealing with children and families

	Attributes/ Personal Qualities
	· Flexibility
· Ability to use own initiative
· Resourceful, patient and resilient
· Calm, unflustered manner
· Commitment to equal opportunities in service delivery and employment
· Flexible approach to supporting children and families in the Academy and via home visits
· Confidence to challenge difficult behaviour
· Confidence to challenge other professionals
· Enjoys working within education
	· A positive attitude to personal development and training
· A friendly manner and good sense of humour
· Smart appearance
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