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Job Description

Job Title: 		Attendance/Welfare Officer
Salary: 			£25,976 – £27,500 (£22,318 - £23,627 Pro Rata), dependent on experience
Responsible to:		Principal/Director of Conduct
Relationships: 	Internal: Principal, SLT, teaching and non‑teaching staff
External: Governors, sponsors and employer partners, Local Authority and council representatives, UTCs, schools, colleges and universities, parents, services and visitors to the UTC, alternative provisions.
Main Purpose of the Job
The post holder will take responsibility for the school’s day‑to‑day student attendance, working closely with the Director of Conduct to ensure registers are completed accurately and all students are accounted for.
They will work to address potential barriers that impact school attendance and implement policies and procedures to promote positive attendance across the school.
The school’s attendance is currently significantly above both national and local averages in all areas, including severe absence. The school has worked hard to secure outstanding attendance, and the post holder will take pride in maintaining these high standards.
Key Responsibilities
· Monitor student attendance and punctuality, coordinating interventions and sanctions.
· Ensure all registers are completed accurately and in a timely manner with the correct attendance codes. 
· Supervise the daily late gate with support from the Conduct Team.
· Develop strong, positive relationships with students across the UTC.
· Build effective relationships with parents to ensure good attendance.
· Coordinate and offer pastoral interventions for students.
· Work alongside Heads of Year on attendance‑related issues.
Attendance Responsibilities
· Monitor and analyse attendance data daily to identify concerns and take action to improve figures.
· Take responsibility for student attendance within the school.
· Supervise punctuality on a daily basis.
· Produce and send letters regarding lateness, attendance, and truancy.
· Work with senior staff and external agencies to ensure the social, emotional, and academic needs of students are met.
· Work closely with the Local Authority Education Welfare Officer to promote attendance and support legal requirements, including issuing fixed penalty notices for term‑time absence.
· Use school, Local Authority and DfE data to identify poor attendance and implement strategies to improve it and prevent persistent absence.
· Encourage students to attend school and discuss the link between attendance and attainment, as agreed with the Director of Conduct.
· Advise parents/carers about the legal process if their child becomes a persistent absentee.
· Implement and develop reintegration strategies with Heads of Year for students returning to school.
· Hold parent meetings for attendance concerns.
· Liaise with alternative provisions.
· Identify patterns in attendance data for specific groups of students and report regularly on impact.
· Liaise with personal tutors regarding attendance issues and arrange meetings as appropriate.
· Maintain the school’s student appointment calendar.
· Collate information to inform the Director of Conduct.
· Liaise with the Director of Conduct regarding the transfer of safeguarding records for off‑rolled students.
· Provide an overview of persistent absence, severely absent children, children missing education, or students requiring “eyes‑on” visits.
· Work closely with the Director of Conduct to ensure all whole‑school attendance processes are met.
· Ensure all relevant staff are informed of any safeguarding concerns arising from attendance issues.
· Send daily attendance text messages and make phone calls to the parents/carers of absent students.
· 
General Requirements
· Friendly, well‑organised team player who can be assertive when required.
· Well presented.
· Able to work on own initiative without supervision.
· Comfortable using professional curiosity to question students’ whereabouts.
· Good telephone manner when communicating with parents, carers, and external agencies.
· Strong interpersonal skills when working with staff and students.
· Able to work to deadlines and encourage others to do the same.
· Able to prioritise workload effectively.
· Carry out any other duties reasonably required by the Principal that are commensurate with the grade and nature of the post.




The post holder will have responsibility for promoting and safeguarding the welfare of children and young people s/he comes into contact with.
Whilst every attempt has been made to cover the main duties and responsibilities of this post, this list is not exhaustive and each individual task involved in the roles may not be identified. This job description is open to discussion at interview to meet a particular individual’s strengths or personal development goals. 

Conditions
· Term time – 39 weeks (38 weeks plus 5 Inset days)
· Usual daily working hours total 36.5 hours per week:

		Monday		8:00 am to 4:30pm
		Tuesday		8:00 am to 4:30pm
		Wednesday	8:00 am to 4:30pm
		Thursday		8:00 am to 4:30pm
		Friday		8:00 am to 3:30pm 

· Holidays to be taken outside of term time are not allowed except with the agreement of the Principal.
	This post is subject to a criminal records check from the Disclosure & Barring Service (formerly CRB) as part of the UTC’s responsibility for promoting the welfare and safeguarding of children.)   Effective from September 2023, KCSIE, paragraph 221, states as part of the shortlisting process schools and colleges should consider carrying out on-line searches, as part of the due diligence on shortlisted candidates. This is to determine suitability to work with children and keep them safe. All shortlisted candidates are now subject to an on-line check and if there is anything concerning, then the shortlisted candidate will be asked to comment on it either prior or at interview.
Further details regarding the checks are available by visiting https://www.gov.uk/dbs. 
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