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JOB DESCRIPTION

TITLE OF POST:       
ATTENDANCE OFFICER 

STATUS OF POST:       



Permanent - Term Time plus 2 weeks
RESPONSIBLE TO: 



Data Manager
WORKING TIME:



8.00am-4.00pm

RENUMERATION:



£21,000 - £23,000
PURPOSE AND OBJECTIVES OF POST 
To work within the Central Office Team and alongside Student Welfare Team, including safeguarding in Renaissance to improve student attendance and punctuality.

To support the aims and ethos of The Petchey Academy by ensuring all efforts are made to remove barriers to attendance and encourage a positive and independent attitude to learning. Support the central team and educators in the effective pursuit of their duties. 

In addition to support the collection storage and retrieval of pupil information so that our legal requirements are met, parents are informed and the required management information is available to the academy. Support effective communication to all academy stakeholders both internal and external and present a positive image at all times.
MAIN RESPONSIBILITIES

                Management of attendance information
· To establish and monitor robust systems to ensure the accurate recording of students’ attendance on Progresso.

· To be responsible for the close monitoring of registers, including:

· Daily checking for the completion of registers.

· Weekly feedback to Subject Leads regarding accuracy in registering class groups. 

· Reporting to the Principal’s Office on issues concerning registration of attendance. 

· Induct new staff in practices and procedures to ensure accurate registration of attendance.

· To be responsible for first day calling or other such systematic actions to improve information to parents/carers. 

· To generate reports at appropriate times to demonstrate individual, class, year, house, and whole school levels of attendance.

· After consultation with Year Leads and the safeguarding team, administer internal fines for unauthorised attendance or refer appropriate students to the Hackney Learning Trust.

· To monitor trends in attendance and punctuality and contribute to strategic planning such as action plans and the academy development plan and early intervention strategies
Developing intervention and support strategies

· Using knowledge of the targeted families, and with other Renaissance staff, including safeguarding team, advise the Hackney Learning Trust on the steps most likely to achieve success.  
· To liaise with Year Leads and outside agencies to develop support structures to improve the attendance of targeted groups and individuals.

· To develop creative institutional responses to improve attendance.

· Monitor student lateness and take reasonable steps to ensure improvement.

· To take part in intervention meetings to discuss strategies with multi agencies.

· To work closely with the Safer Schools team in planning truancy sweeps, and to advise on which students should be returned to school immediately. 
Supporting students and families

· On behalf of the Principal, be responsible for agreeing or declining requests for holidays during term time.

· Work in partnership with parents and carers to ensure full attendance of their children at school, including:

· Carrying out home visits with Home Liaison Officer and Learning Trust Attendance Officer, if appropriate, at times most suitable for parents

· Organising solution focussed meetings with parents in school; chairing such meetings

· Maintaining regular contact with those families whose children are judged to be at risk of poor attendance. 

· Supporting parents on a medium to long term basis, in order to ensure improved attendance of their children.
· To develop and organise initiatives using Vivos in order to encourage improved attendance. 

· To work with individual students in a mentoring capacity, to ensure improved attendance.  

· Organise use of computers for home schooled students.
General expectations and responsibilities as part of the central office team:

· Be qualified in first aid, and be responsible for deciding when students are allowed home early, for example at times of illness. Ensure all procedures are in place to enable students to reach home safely. 

· Accompany students to hospital until a responsible adult arrives. 
· Support reception desks if needed, operating the switchboard and transfer telephone calls accordingly. Liaising with parents and visitors and announce visitors to Petchey staff.
· Contribute to the admission and induction arrangements for Year 6 students. 

· Coordinate mail merges for staff prior to approval by the Communications and Marketing Manager

· Support  the internal distribution and external processing of all post

· Operate systems for recording, storing, retrieving and analysing information on students and producing the required reports. Scan important documents to student electronic files.
· Provide support for all educators

· Support the academy events as required, to ensure all members of the customer service team have equal out of hours responsibilities
· Any other duties consistent with the post or required by the Leadership Team of the academy to support the team or improve the educational experience of the students
PERSON SPECIFICATION

SUMMARY ESSENTIAL SKILLS AND PERSONAL QUALITIES

KNOWLEDGE AND EXPERIENCE
· Educated to GCSE level as a minimum with strong evidence of continuous self-development and updated knowledge.

· An understanding of the demands of an education/school environment is desirable.  

· An understanding of the principles of customer care and experience in a customer facing role.    

· Ability to Safeguard and promote the welfare of children and young people

· Appreciates the significance of safeguarding and interprets this accurately for all individual children and young people whatever their life circumstances

· Has a good understanding of the safeguarding agenda


· Can demonstrate an ability to contribute towards a safe environment

· Shows a personal commitment to safeguarding

PERSONAL QUALITIES, SKILLS AND ABILITIES
· Computer literate, able to use IT based administrative systems.  

· Good written and oral communication skills: able to respond to general and administrative enquiries in a helpful and informative manner.

· Able to appreciate the customer’s point of view and respond appropriately.

· Excellent interpersonal and communication skills
· Diplomatic
· Able to work under their own initiative
· Organised 

· Able to prioritise work 

· Able to work with personnel from all levels 

· Enthusiasm for and commitment to the achievement of the Academy’s overall vision.

· Awareness of and commitment to diversity and inclusion.

· Flexible, adaptable, results orientated and able to prioritise, resilient under pressure.

· Demonstrates respect for people, regardless of ethnic origin, gender or disability.
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