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Job Description
	Post Title:
	ATTENDANCE OFFICER

	

	

	Responsible to:  
	SLT Lead for attendance

	Liaising with:
	Inclusion team, teaching staff, SLT, students, parents, Governors and other stakeholders, external agencies.

	Working Time:
	37 hours per week, 40 weeks per year

	Salary/Grade
	SCP 7-11

	Disclosure Level:
	Enhanced

	
	

	1.
	Job Purpose:
· To promote and support high levels of attendance.
· To support students in reaching their full academic potential by regular attendance.
· To promote a positive culture of good attendance and punctuality.



	2.
	Main duties and responsibilities:
To be responsible for the daily monitoring of attendance.

To be responsible for ensuring all registers are completed and no missing marks or unexplained absences remain.

To proactively manage attendance and ensure the Academy is making progress towards attendance targets.
To be responsible for ensuring that logging of information, tracking and recording of interventions are accurate, and that attendance data is available for SLT.

To identify individuals with attendance difficulties and work with them and parents to improve levels of attendance.

To arrange and run Student Attendance Panels.

To attend TAC meetings when required.

To arrange and run EBSA meetings where appropriate and ensure all the required follow up meetings are carried out.

To be responsible for ensuring attendance letters are sent out as necessary.

To undertake and keep records of home visits.

Working closely with the Inclusion team, Heads of Year, and multi-agency teams, to develop and implement strategies to improve attendance and punctuality.

To record and compile appropriate evidence to initiate legal proceedings for prosecution.
To be responsible for ensuring the Academy follows statutory requirements in relation to attendance and to provide advice and guidance to parents and carers to allow them to meet their statutory obligations.


	 3.
	Management of People
None, although day to day supervision of administrative staff working with attendance is required.

	4.
	Contacts and relationships

The post holder will have daily contact with the Headteacher, SLT, staff, students, parents, and other stakeholders, and with external bodies.

	5.
	Creativity and Innovation

The work is largely regulated by established practices and procedures, but there will be a regular need for professional skills and judgement to deal with matters that arise.


	6.
	Decisions

Discretion- The postholder will be required to use own judgement and discretion and draw on professional skills and knowledge when dealing with non-routine matters
Consequences- Some errors made by the postholder may be difficult to rectify and may lead to reputational damage



	7.
	Work Environment

a) Work Demands – Impact of deadlines and changing conflicting priorities.      The work is subject to changing demands and challenging issues that will require resilience and patience.
b) Physical Demands –Limited. Office based.
c) Working Conditions –Based in a well lit and ventilated environment.

d) Work Context – May occasionally be subject to aggressive behaviour from students or parents/carers


	The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties from time-to-time within the general scope of the post.  There will be occasions where the working day will need to be extended or evening meetings will need to be attended.
All school staff have a responsibility to safeguard and promote the welfare of children and young people within the school.  


