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JOB DESCRIPTION

Post:


Attendance Officer 
Grade:


Scale 5
Range:


Spinal Points 12 - 15 

Contract:

36 hours, 45.60 weeks contract (term-time only) 

Responsible To:
Assistant School Business Manager

Responsible For:
Not Applicable

____________________________________________________________________

Purpose of the Post:
Work with key staff to reduce levels of unauthorised pupil absence and promote whole school attendance strategies to create a positive attendance and punctuality culture within the school.
Administer the electronic attendance system 
Provide school attendance and punctuality data to the Senior Leadership Team and the Local Authority 
Main Duties:
Administer a daily attendance and punctuality check and contact parents using electronic systems if students are not in school

Request, collect and maintain records of all medical evidence 

Maintain weekly tracking system and use data to keep staff updated on pupil attendance and punctuality 

Communicate growing concerns to Education Welfare Officer to initiate further action

To provide data for inclusion/pupil planning meetings 

Highlight concerns about poor attendance and punctuality to Assistant School Business Manager, Achievement Leaders, Assistant Achievement Leader’s and/or teaching staff for them to follow up accordingly with the relevant students
To raise Fixed Penalty Notices for students with the Local Authority 

To complete CMFE applications with relevant checks and submit to BACME. 

Make and maintain contacts with parents/carers of students causing concern and work together to put strategies into place to encourage students to improve attendance and punctuality

Send regular letters home keeping parents informed of pupils’ attendance 

Provide regular statistical data in various formats relevant to different audiences (parents, teachers, SLT, Governing Body etc.) 
Administer the Group Call and InVentry student sign-in system

To uphold and comply with the statutory provision of the Health and Safety at Work Act 1974 and any other relevant legislation on school policies and procedures relating to Health and Safety at work
To be flexible and work according to needs which may involve assisting other areas, which are commensurate with the grading of the post

Other Duties

In addition to the specific responsibilities of the post, you will be expected, as a member of the Administration Support Team, to assist with other tasks of the Administrative Team as and when required. They may include: -

· Administering the Attendance package.

· Updating the student database.

· Operating the school switchboard.

· Assisting with student enquiries and welfare issues and First Aid.

· Providing Reception cover.

· Group Call

· Dealing with all aspects of Reception Duties to cover for absence.

· Assisting with any other role specific tasks commensurate with the grading of the post.

To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities
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