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SCHOOL:

THAMESVIEW SCHOOL
JOB TITLE:

ATTENDANCE OFFICER 

REPORT TO:

ASSISTANT HEADTEACHER 




SCALE:


KR6
Purpose: 
The Attendance Officer will work alongside key school staff in school to promote excellent 
Attendance, reduce levels of absence and work with children and families to promote high levels 
of attendance.
Responsibilities/Accountabilities Include:

· To ensure all registers are completed and no missing marks or unexplained absences appear on our MIS.
· To check and remind any necessary staff to complete registers, using the escalation process to the AHT of behaviour if this becomes habitual.
· To ensure all unexplained absences are accounted for or sending letters requesting evidence for absence.
· To check accuracy and correct coding on registers
· To print off official registers daily and explained absences to ensure at hand in event of a fire.
· To follow Attendance policy 
· To assist the AHT in checking records prior to the Census to ensure school attendance is accurate and up to date, specifically looking at dual codes.
· To produce and interpret information relating to attendance patterns and send to stakeholders on a daily/weekly basis.
· To provide updates for SLT using the agreed format on a weekly basis
· To monitor the attendance of vulnerable groups of students and liaise with staff and Heads of Year
· To contact all absent students on a daily basis in line with the school’s Attendance policy. 
· To assist with the identification of students who will receive support in improving their attendance record

· To work with parents/carers and other agencies in improving their child’s attendance record and coordinating parental support 
· To work with a regular group of students using regular attendance checks and contact with parents/

carers to improve levels of attendance. 
· To collate, maintain and update attendance data
· To produce termly reports for governors
· To undertake home and school visits as designated by the school, preparing information in advance and analysing attendance data to ensure that the visit is the correct course of action. 
· To ensure all school leavers are off rolled through Kelsi and that correct procedures are followed.
· To be in regular contact with the EWO to ensure students are escalated through the attendance strategy.

Liaison & Communication

· Liaising between and communicating effectively with:

· staff

· parents

· students 
· Linking with and reporting to AHT with all matters

Miscellaneous

· To be included on the rota for Inclusion Room supervision and other supervisor duties on a daily basis if required.
· To undertake such task as reasonably requested by the Headteacher, or on their behalf, as are appropriate to this job description
· To carry out any other duty in line with the responsibility level of the post 
· To promote the School’s Equal Opportunities policy in carrying out all areas of the post.
· To have due regard to the Health and Safety at Work legislation in carrying out all aspects of the post.
· To carry out lunch duties as directed.
· To be a nominated First aider and act as main point of contact for referred students
Notes:

1. This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.  In allocating time to the performance of duties and responsibilities, the post-holder must have regard to the Conditions of Employment.

2. This job description is not necessarily a comprehensive description of the post.  It may be reviewed once a year and it may be subject to modification or amendment at any time after consultation with the post-holder in order to ensure the smooth running of the school.

3. The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for the post.

PERSON SPECIFICATION

· Proficient knowledge and understanding of SIMs and national legislation surrounding attendance.

· To be able to work effectively as a team member.

· Ability to apply restorative practices to avoid confrontation between stakeholders 

· To have a flexible approach regarding all duties undertaken.

· Ability to work under pressure and to deadlines.

· High level of organisational and administration skills.

· Ability to communicate effectively with pupils, staff, and parents/guardians.

· A willingness to attend training courses to enhance development and performance.

· Ability to prioritise own workload.

· Patience and understanding

· Firm but fair manner with students

· Good working knowledge of students
· Experience of dealing with parents
· Ability to work independently and be proactive
· Self-motivated
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