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Job Description

Job Title:			Attendance Officer

Pay Scale:			APT&C Pay Scale 4/5, Points 7 – 15 
Actual salary £25,443 - £28,550
				New appointments with no/limited experience will commence on lower/lowest point

Hours of Work:	One Year Fixed Term contract (to be reviewed after 6 months)
Term Time + 1 weeks, 36 hours per week, worked on a rota basis from 7am to 3.30pm:
	
	
Job Purpose

To assist the SMT with the implementation of strategies to maintain good levels of attendance.

Accountable to

AAP – Attendance 

Key Duties

Attendance

· Responsible for the accurate record keeping of attendance using the school’s management information system (BROMCOM), ensuring the accurate recording of absences:
· be responsible for ensuring all registers are completed and no missing marks or
unexplained absences remain
· check and remind staff, as necessary, to complete registers
· input timely information and codes, e.g. lates, exams, music trips, sporting events, work experience appointments, absence reports etc.
· act as the initial point of contact for parents/carers regarding attendance issues, providing advice calmly and tactfully, building positive relationships with students and parents/ carers and enhancing parental engagement.
· Based at reception manage the schools late strategy recording late students and support with parents and first day calls
· Liaise with the Borough Student Attendance Service as directed by the AAP.
· Work with Leadership Group, AAP, HOY and Pastoral Support Workers to produce and issue standard absence documentation (including Fixed Penalty Notices), within the stated deadlines, ensuring the pupils records in BROMOM are updated.
· [bookmark: _GoBack]Under the direction of the APP liaise with the Education Welfare Officer. Prepare the appropriate paperwork and present information as required to enable the school to meet its obligations and statutory responsibilities.
· To identify and work with groups of students to raise levels of attendance (at individual or whole school level), in liaison with the AAP.
· To collate attendance data, producing routine reports and preparing statistical returns regarding attendance.
· To advise the AAP of any issues involving attendance – either at pupil or school level.
· Review on / off roll students, Dual registered and Alternative Provision students with the AAP and Admin teams
· Responsible for the production of Fire Alarm registers
· Responsible for the production of the Official Register.

Safeguarding and Care

· Be fully aware of, understand and carry out duties in accordance with the school’s policies and procedures relating to Child Protection, health and safety, confidentiality and data protection and specifically in accordance with ‘Keeping Children Safe In Education’, September 2022 and report all concerns.
· Establish good relationships with pupils, acting as a role model and being aware of and responding appropriately to individual pupil’s needs.
· Develop and maintain effective and positive working relationships with all staff, parents/carers and the wider community.
· Participate in training and other learning activities as required and attend appropriate professional development courses as identified through post-holders training needs analysis.

General Administration

· To ensure that all letters produced are scanned and attached to the students BROMCOM record
· Ensure that all absence notes received from parents are scanned to the students BROMCOM record
· Support the admin team as required 


Additional Duties

You may be required carrying out additional duties, as the Principal/(s) may reasonably request from time to time.

To be responsible for promoting and safeguarding the welfare of children and young people for those you have responsibility for and for those whom you come into contact with.

To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate.

To work within the school’s Equality and Diversity Policy.

Employees have a high degree of responsibility for the children and young people that they will come into contact with.



Equal Opportunities
To ensure, that the spirit of the School policy is implemented.

Person Specification for Attendance Officer

	Experience and Knowledge

· Experience of working in a school or with young people, ideally at least one year’s experience of working within a school attendance related setting
· Experience of forward planning and organising.
· Experience of managing a busy workload, conflicting demands and to work to tight timescales
· Extensive knowledge of Microsoft Office.
· Extensive knowledge of BROMCOM would be an advantage
· Clear understanding of issues linked to confidentiality
· A clear understanding of issues that may affect a student’s ability to attend school


Skills and Abilities

· Ability to work on own initiative, as part of a team
· Proven inter-personal skills.
· Excellent communications skills both written and oral.
· Be able to overcome communication barriers with students, parents and carers
· Excellent time keeping skills, with a demonstrable ability to meet tight deadlines and manage own time effectively
· Supportive of change.


Qualifications

· Educated to NVQ level 3/4 or equivalent
· High level of both written and spoken English and excellent communication skills 


Other
· Commitment to working within the School’s Child Protection Policy
· Commitment to high standards and expectations
· High levels of professional integrity, energy and enthusiasm
· Flexibility to undertake any role
· A good sense of humour
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