[bookmark: _GoBack][image: ]SandersSchool
TEAMWORK  	HARD WORK  	TRANSPARENCY

Job Title:		Attendance Officer
School:		Sanders School
Responsible to:	SLT - Pastoral Assistant Headteacher
Contract:		Permanent starting as soon as possible
Duration:		39 weeks a year (term time only)  36 hours per week
Grade:		Scale 3 points 5 to 6


Job Purpose and Content

The Attendance Officer is responsible for:

· Providing a professional and customer focused service for students and parents/carers in relation to administering all attendance queries, issues and data.
· Ensuring that all students are recorded as either being in school or absent.  Where a student is not registered and no contact has been made, to contact parents/carers
· Providing statutory reports and meeting with relevant pastoral staff to discuss student absence concerns.
· Providing an efficient and organised administrative function that supports the school with SIMS/Go for Schools data entry, running reports and supporting the data manager and Senior Leadership Team with any SIMS/Go for Schools related functions or queries.
· To provide support to colleagues within the Student Services team.


Major Duties

1. To monitor that class registers are taken in SIMs each lesson and escalate to the SLT link staff if any are not completed.

2. Effective operation of ParentMail to ensure that parents/carers are contacted when students are absent for the first day.

3. Follow-up of all unauthorised absence in line with the schools attendance policy. 

4. Ensure that records of student absence are kept and that information regarding long-term illness is passed to Heads of Year/EWO.

5. Co-ordinate action with and support for parents who do not respond to requests for information.

6. Co-ordinate work set for students by teachers when there is a long-term absence.

7. Meet weekly with the EWO, Heads of year and SLT Pastoral lead highlighting students whose absence or punctuality meets the school designated threshold for concern plus plan intervention on an individual basis. To create reports for this. 

8. Identify individuals or groups of students that need additional support to improve their levels of attendance and punctuality and assist in raising standards

9. Ensure that Heads of Year are kept informed of students whose absence meets the threshold for intervention. Liaise daily with AHT and Safeguarding Lead regarding any students of concern and those on plan. 

10. Completion of necessary reports as required by the EWO, SLT management team, Local Authority or Department for Education.

11. Liaise with external agencies e.g. other schools, colleges or social services to track student attendance. 

12. General administration and welfare including sending letters, filing and making telephone appointments for EWO and Heads of Year regarding attendance.

13. Reviewing attendance with SLT link member each half-term.

14. Produce disproportionately data and report findings to SLT link member each term.

15. Providing information and completing returns for school CENSUS.

16. Providing attendance information for tutor groups.

17. Display attendance figures for Colleges, tutor Groups and 100% each week on social media, in briefing noticed and for each HOY to create certificates for attendance awards in line with school policy.

18. To take an active role in School Performance Management system to review own progress and set targets for future development.

19. To support the Administrative Team and deputise as necessary to cover absence or high levels of demand.

20. To take minutes of meetings as required of any member of the Senior Leadership Team.

21. To attend school visits and home visits as required.



Additional Requirements

· Comply with Health and Safety regulations.

· To follow Safeguarding and Equality Policies and procedures at all times

· Participate and contribute to your annual performance management review and learning needs.

· To attend twilight training sessions

· Demonstrate a flexible approach to your work at times performing duties not specifically identified in your job profile but which are in line with the general responsibilities of the post.





Other Professional Responsibilities

· To take appropriate action to identify and minimise any risks to health, safety and security in the immediate working environment.

· [bookmark: _gjdgxs]To work in accordance with the values of the school particularly with regard to promoting positive attitudes towards tolerance and respect for other people.

· To work in accordance with school policies and procedures as identified in the staff handbook and school policy folder on the Redden Court Cloud homepage.

· It is necessary within a school environment to be flexible to meet the needs of students and the wider school community.

· Redden Court School is committed to safeguarding and promoting the welfare of children and young people.  All adults who work at the school must share this commitment to young people.


Other Professional Responsibilities

-	To take appropriate action to identify and minimise any risks to health, safety and security in the immediate working environment.

-	To work in accordance with the values of the school particularly with regard to promoting positive attitudes towards tolerance and respect for other people.

-	To work in accordance with school policies and procedures as identified in the staff handbook and school policy folder.



Signed: ..........................................................................	Date: ...................................
(Teacher)

Sanders School is committed to safeguarding and promoting the welfare of children and young people.  All adults who work at the school must share this commitment to young people.













	                        	PERSON PROFILE

	
	Requirement and skills 
	Essential
	Desirable
	Application A
Interview I

	Ability to manage own time and prioritise 
appropriately
	X
	 
	I

	Ability to communicate professionally at all 
levels within the school community to 
students,staff, parents and visitors
	X
	 
	A,I

	To have a Customer Focus, 
Commitment and Enthusiasm in delivering 
the service to all stakeholders
	X
	 
	A,I

	Display initiative and be proactive in solving 
issues and problems
	X
	 
	A,I,

	Ability to plan workload and take account of long term targets whilst delivering day to day routine activities
	X
	 
	I

	Ability to communicate effectively orally and in writing
	X
	 
	A,I

	To manage resources efficiently ensuring
 value for money.
	X
	 
	A

	To remain professional at all times and 
ensure professional boundaries.
	X
	 
	I

	To be IT literate and have have skills of using 
relevant administrative IT software
	X
	 
	I

	To have First Aid skills
	
	X 
	A

	Ability to embrace change
	X
	 
	I

	Appreciation of Safeguarding and Child Protection 
within a school context
	X
	 
	I

	Knowledge of database and administrative systems
	 
	X
	 

	Knowledge of Health and Safety appropriate to role
	X
	 
	 

	Experience of working with secondary school children
	 
	X
	A

	Considerable IT experience
	 
	X
	A

	  GCSE/NVQ Level 2 or equivalent in literacy or 
numeracy
	
	X
	

	IT qualification ITQ/EDCL
	 
	X
	 

	To demonstrate an understanding of and 
commitment to  Equal Opportunities Policy in
 both service delivery to the community, in 
relationships with colleagues, and in employment 
practices.
	x
	 
	A
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