	ST PHILIP HOWARD CATHOLIC SCHOOL
	JOB DESCRIPTION  2017-18


	JD60
	ATTENDANCE OFFICER
GRADE 5
	


Responsible for:
Monitoring of daily registers and pupil absence

Consulting with:
Heads of Year



Teaching staff




Pupils’ parents

Reporting to:

Deputy Headteacher
GENERAL DUTIES OF ALL SUPPORT STAFF

1
To support the school directly and/or indirectly in the fulfilment of its Catholic mission, and to identify with our Catholic/Christian ethos and behavioural standards.

2
To ensure prompt attendance for duty at the appointed time (see over).  Colleagues are asked to avoid casual changes to the hours shown, unless these are negotiated with the line-manager and relayed to any other members of staff who may be affected by them.  The working of additional hours may be a personal and voluntary matter, but when this is requested by the school, there will be an entitlement to additional pay.  Term‑time only staff are not required to attend for working school INSET day closures, unless by special arrangement.

3
To ensure any absence is reported by contacting the school on the day of absence before 7.45am on 01243 552055 using the answer phone, option 2.  Give your name and brief details of your absence and its expected duration.  On return from absence, please see the Cover Manager in order to sign back on for duty.
4
To sign in/out as appropriate in cases of late arrival or leaving the premises during the normal hours of working.

5
To be aware of and support the school’s policy on Health and Safety, particularly:


-
To be aware of likely hazards, emergency procedures, first-aid provision and procedures for accident reporting.


-
To wear/use any appropriate safety clothing and equipment.


-
To report all damage, hazards and defects to the Site & Premises Manager.


-
To conduct all activities in such a way that the health and safety of pupils and colleagues are safeguarded.

6
To participate in the system of performance management/professional development operated by the school.
7
To carry out any reasonable professional request made by the Headteacher, Leadership Team or other line-manager, provided that it is compatible with prevailing conditions of service and employment law.

[SEE OVER FOR SPECIFIC DUTIES OF THE POST]
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SPECIFIC DUTIES OF THE POST

Current hours per week:
37 term-time only

Current duty day(s) and time(s) per week:
Monday-Thursday
(0800‑1600); 
Friday(0800‑1530)
1 To record and distribute daily all messages relating to pupil absence.
2 To investigate all unexplained absences.
3 Design and implement systems to reward attendance.
4 To check registers are taken during registration and period 5 daily if not completed consult with appropriate form tutor or class teacher. Manually input hard copy registers when necessary.
5 To print out attendance sheet each morning for fire alarm activations.
6 To check electronic registers are updated with students who arrive late.
7 To contact, after carrying out appropriate checks, the parent/carer of any absent pupil who is included in the Social Inclusion Register.

8 To communicate, after carrying out appropriate checks, with the parent/carer of any pupil who is absent without explanation from class/school.

9 To deal with missing marks and keep SIMS up to date and accurate.
10 To attend inclusion meetings.
11 To produce a daily list of all contact made for unexplained absences for Years 7-11, to be copied to HOY and leadership link.
12 To provide daily written list of all Social Inclusion absences for Years 7-11, giving reasons for absence and contact made and distribute to pastoral team.
13 To print Attendance Registration Certificates as requested by EWO.
14 To type covering letters and complete A6 Referral forms as appropriate with regard to Social Inclusion pupils.
15 Data analysis / trend spotting / production of reports on attendance for year groups.

16 To print each Monday a weekly attendance record for previous week for all tutor groups Year 7-11, copy and distribute to all form tutors (for absence code updates), Assistant Headteacher (Systems) and maintain copy in Social Inclusion Office.

17 To process absence request forms and input agreed absence dates on to SIMs for pupils in Years 7‑11 when authorised by the Headteacher.
18 Update SIR for the Pupil Information Booklet.
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ADDITIONAL DUTIES
19 To advise staff as appropriate if information is received regarding family bereavements.
20 To be responsible for the signing in and out sheets at student reception.
21 Producing whole year letters, printing address labels, filling envelopes.

22 Receive visitors in the absence of staff in busy periods.
23 Assist with hospitality as requested by the business manager.
24 To undertake any other reasonable duties commensurate with the grade as and when required by SLT
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