PARRS WOOD HIGH SCHOOL
A member of Greater Manchester Education Trust
Job Description
School Attendance Manager,
Grade 6 (Term-time only +4 weeks)
 
The post holder will report to the Assistant Headteacher for Attendance. Apart from other colleagues in the school, the main contacts of the job are: Local Authority, external AP providers, parents and students.
____________________________________________________________________________
Main Purpose of the Job:

To lead the attendance team, ensuring that all statutory requirements linked to attendance and punctuality are accurately fulfilled.
 
To support the school’s pastoral management system by working with the key staff, students and wider school community to encourage students to maintain full attendance.
 
Under the direction of the Assistant Headteacher for Attendance, oversee the implementation of daily absence communications and responses.
 
To create and sustain effective partnerships and maintain excellent working relationships with students, parents/carers and the wider community. 
____________________________________________________________________________
Main Duties and Responsibilities:
 
1. To line manage relevant staff linked to attendance, for example, Assistant Attendance Officer.

2. Maintain up-to-date knowledge of local authority processes, government legislation and statutory expectations linked to attendance, punctuality and Children Absent from Education (CME).

3. Ensure that all attendance related record–keeping fulfils statutory requirements up to the level and standard required for appropriate legal action and presentation in court as required.

4. Fulfil the reporting requirements of school and external bodies on attendance and punctuality data or associated information.

5. To be responsible for keeping and updating records of parental communication and reasons for absence / lateness ensuring student files are kept up to date with particular emphasis on daily absence monitoring.

6. To be responsible for actioning daily absence communications using SIMS, Edulink, Notify and Intouch.

7. To support internal procedures relating to unknown absence and leave of absence, actioning appropriate statutory action and CME referrals and maintaining accurate records of all such referrals.

8. To identify and track students at risk of low attendance from medical conditions and ensure evidential records are maintained for students identified as persistent absentees, or at risk of becoming so. 

9. To offer mentoring and guidance directly to students identifies as at risk of underachievement due to irregular attendance and/or punctuality.

10. To track the attendance of student’s accessing modified timetables and /or alternative provision.

11. To support the mentoring work of wider pastoral teams by offering colleagues advice and guidance where irregular attendance is identified as a problem and where exclusion is identified to be a risk, minimising absenteeism and risk of exclusion.

12. To develop and maintain regular contact with identified students’ families, parents and carers via meetings and home visits, providing information to help in the development of strategies to support the raising of student achievement and self-esteem. 

13. To take the lead towards key support strategies and interventions such as Early Help Assessments, attendance panel meetings and attendance & punctuality action plans. 

14. To signpost parents/carers and colleagues to Early Help Hubs where necessary, in order to ensure families, benefit from the full range of support services available. 

15.  To attend multi agency meetings as required with particular emphasis on supporting EHA referrals.

16.  To meet regularly with the Assistant Attendance Officer, Pastoral Teams and - Assistant Head for Attendance to review attendance and plan effective interventions and next steps.

17. To prepare all student data reports as necessary for reporting to Governors meetings as requested.

18. To work with the SLT member for Student Transition to facilitate the early identification of vulnerable students at risk of under achieving and to be available at the year 6 transition evening. 

19. To be an integral part of the Safeguarding Team.

20. To assist in the supervision of students on visits, trips and out of school activities as required 

21. To work as part of a team to support colleagues and contribute to the vision and ethos of the school. 

22. To contribute to training of colleagues as needed.

23.  To undertake personal development to improve own practice. 

24. Willingness to undertake first aid training as appropriate.

25. To assist with school administrative duties including exam invigilation as part of the agreed system for the school where appropriate. 

26. Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and external communications. 
________________________________________________________________________
Where the post holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job. If, however, a certain task proves to be unachievable, job redesign will be fully considered.





















Person Specification

School Attendance Officer
________________________________________________________________________
For this job we are looking for:
 
Knowledge and understanding of attendance, pupil exclusion and child protection regulations.

Knowledge and understanding of statutory action and CME procedures
 
Knowledge and understanding of electronic and manual filing systems.

Ability to use Information Management Systems and Attendance Recording Systems.
 
Experience of working in a team 
 
Ability to keep accurate records. 
 
Ability to work without supervision and prioritise own workload.
   
Effective and persuasive communicator both verbally and in writing, with the ability to draft letters and memos.

Willingness to abide by the Trust’s various policies.

Must have a current valid full driving licence and access to vehicle. 



Personal Style and Behaviour 
 
Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.
 
Self-motivation and personal drive to complete tasks to the required timescales and quality standards.
 
The flexibility to adapt to changing workload demands and new school challenges.
 
Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the service users. 
 
Personal commitment to continuous self-development. 
 
Personal Commitment to continuous service improvement. 
 
Personal commitment to the school’s professional standards, including dress code, at all times
 
This post is subject to the applicant having successfully completed an enhanced disclosure to a DBS (Disclosure and Barring Service) check.  


