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WOODCOTE HIGH SCHOOL

JOB DESCRIPTION

POST:


Assistant Attendance Officer
Responsible to:
Attendance Officer
Responsible for:
Student Attendance-Related Work (at times there may be a need to help generally

within the Main School Office)
Salary:


NJC Pay Scale Grade 1b FTE £20,103 (£9,681 pro rata)

Hours:


20 hours per week, term time only, to be negotiated but must be available

to start at 8am 
MAIN RESPONSIBILITIES

Assisting the Attendance Officer in promoting a high level of attendance and punctuality by students, both overall (whole-school figures) and that of individual students by ensuring that SIMS attendance data (both am/pm registration and lessons) is accurate and up to date, monitoring attendance and punctuality data and ensuring appropriate actions happen as relevant trigger points set out in the School’s Attendance & Punctuality Policy are reached. 

KEY TASKS (Assisting the Attendance Officer)
· Review all students’ attendance and punctuality through the use of attendance reports on at least a fortnightly basis to ensure that the School’s policy on action points and intervention is followed by yourself (for example, the sending of standard letters to parents) and by making relevant staff such as the Attendance Officer, Form Tutors, Heads of Year aware so they can take the appropriate action as required
· Meetings with parents will be primarily the responsibility of Pastoral Teams and the Attendance Officer, although there may be the need to support with this
· Liaise with Heads of Year on Attendance & Punctuality Issues
· Refer cases close to or over the Persistent Absence (PA) threshold to the Attendance Officer
· Keep an accurate and up to date record of actions taken with individual students (including the whole-school attendance action spreadsheet)
· Take recorded messages left by parents with reasons for a student’s absence and input these onto SIMS on a daily basis; querying with parents where reasons are of concern/suspect – including insisting on medical evidence where relevant 
· Daily contacting of parents for absent students where no reason has yet been given
· Run daily reports to pick up anomalies in the am/pm registration and lesson registration entries (for example, where a student has been registered in form time but not a lesson(s) and vice versa) and ensure these are corrected and that Form Tutors/Teachers/HOY are made aware if a student requires a sanction for failing to attend form/truanting lessons. No absence should be recorded as unauthorised without consideration of appropriate actions – e.g. referral to pastoral leaders for truancy sanctions, referral to the Attendance Officer
· Ensure the entries relating to student attendance on the Attendance System are accurate and up to date
· Chasing reasons for previous absences which remain recorded as an N code

· Oversee the system for students signing in/out during the School Day (including for lateness)
· Set a break isolation for students signing in late and inform Form Tutors for further action for non-attendance and send the daily text to parents informing them of their child’s lateness
· Remind Form Tutors and Teaching Staff where they have not completed a form or lesson registration; keep a record of this and refer to the relevant Head of House/Head of Year/Head of Department/Senior Staff where this is a persistent issue for individual staff

· Produce the Persistent Absentee Student Action Forms for the allocated named contact staff to complete 

· Oversee praise and reward on attendance & punctuality – for example, the issuing of termly certificates to students for good attendance & punctuality 
· Ensuring on a daily basis (and throughout the day due to students signing in/out) an accurate and up to date record of students present/absent is kept and is readily available in the event of a fire/incident alarm
· Produce regular graphs (at least twice a half-term) on attendance and punctuality for display by Form Tutors in form rooms and on display boards

· Complete paperwork if necessary (for example, letters to parents requesting medical evidence for student absences, setting up parenting contracts and fixed penalty notice requests)

· Be aware of wider issues and concerns over student welfare that you become aware of through your role and be proactive in referring these to the Attendance Officer, Pastoral Teams and School Child Protection Officer (if ever in any doubt a referral should always be made)
· Produce attendance reports and summaries of actions taken for the Senior Leadership Team and Governors as requested
· Any other work relating to attendance and punctuality as reasonably requested
GENERAL ADMINISTRATION & WHOLE SCHOOL SUPPORT
· Provide cover for reception and telephones when required 
· Carry out general office duties, such as filing, photocopying, faxing and general administrative tasks to support the Main School Office if required
· To support with Student First Aid if required
CONFIDENTIALITY
You are expected to treat all information acquired through the course of your employment, both formally and informally, in strict confidence.

Duties and responsibilities of the post may change over time as requirements and circumstances change. You may be required to carry out other such duties as required by the Headteacher or staff s/he has delegated such authority to.
PLEASE NOTE: Where SIMS, our current IT software system for attendance, is referred to this also means any alternative/replacement system.
2019 Assistant Attendance Officer JD 

