








Coordinate meetings with pupils and parents/carers to implement interventions
and track progress.

Build positive relations with parents/carers to encourage family involvement in
their child’s attendance.

Identify, and where possible, mitigate potential barriers to attendance in
partnership with families.

Carry out home visits, where necessary, to address attendance concerns for
individual pupils.

Professional development
Take opportunities to build the appropriate skills, qualifications, and/or
experience needed for the role, with support from the school.
Take part in the school’'s appraisal procedures.

AbOUt the r0|e Other areas of responsibility

To monitor whole-school attendance data. To work closely with pupils, staff, parents, and carers to

reduce levels of absence, and act appropriately when persistent absence becomes a safeguarding Safeguarding

issue. Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in
Education, Prevent) and our safeguarding and child protection policies.
Administration Be alert to when persistent absence becomes a safeguarding concern and early
Ensure daily attendance registers are accurate and complete and follow up with staff help may be required.
members about any incomplete data. Work with the designated safeguarding lead (DSL) to promote the best interests

Follow up on any unexplained absences with parents/carers/pastoral team, escalating
issues as appropriate in line with school procedures.

Initiate the administration of absence procedures, for example letters home, request for
absence, attendance/lateness interventions and engagement with parents/carers.
Maintain accurate records of communications with parents/carers and
relevant interventions.

Build and refresh knowledge of the school's MIS (Arbor) and other relevant systems.

of pupils, including sharing concerns where necessary.
Promote the safeguarding of all pupils in the school.

Monitoring and Reporting
Produce and interpret attendance reports for school leaders, identifying key statistics,
reasons for absence and any patterns of concern.
Track attendance of vulnerable groups of pupils and share information with school
leaders.
Identify pupils that need additional support to improve their attendance.
Work with school leaders to identify appropriate interventions to improve attendance
for particular groups or individual pupils.
Lead fortnightly check-ins to review progress and the impact of support/interventions at
Inclusion meetings.
Provide regular reports to attendance organisations to raise awareness of emerging at-
risk pupils Working with parents/carers.




Attendance Officer
Required to start: ASAP

An exciting opportunity has arisen for a candidate of exceptional ability to join our team
in this oversubscribed and successful Church of England school.

You will be working pro-actively to maintain high standards of attendance, increasing
family involvement in their child’s education and welfare, and encouraging pupils to
participate fully in school to work towards achieving their full potential.

Saint George's Church of England school is part of the Aletheia Anglican Academies Trust
and has an existing reputation for high quality education with a relentless focus upon high
expectations and aspirations. We are a friendly, dynamic and innovative school and pride
ourselves on our commitment to ensuring student progress through high quality teaching
and learning provision for all. The successful applicant will share these values and play
an active part in delivering on this commitment.

We would love to hear from you if you:
Want to work in a supportive and caring environment;
are committed to enabling every student to achieve the very best they can.

Aletheia Academies Trust is committed to safeguarding and promoting the welfare of children and
expects all staff and volunteers to share this commitment. All offers of employment are subject to an
Enhanced DBS check, and where applicable, a prohibition from teaching check will be completed for all
applicants.

This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and
2020). This means that certain convictions and cautions are considered ‘protected’ and do not need to
be disclosed to employers, and if they are disclosed, employers cannot take them into account.
Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of
Justice website:

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-
1974



Qualifications and Experience
GCSE or equivalent level, including at least a Grade C in English and maths.

Experience working in a school.

Experience in administration.

Experience identifying interventions to raise attendance of pupils.
Experience working directly with pupils and parents.

Experience working collaboratively with colleagues.

Experience analysing data and producing reports and identifying key

insights.

Skills and Knowledge

Good listening skills.

Effective written and verbal communication skills.

Knowledge of the possible interventions to raise attendance.

Knowledge of the potential barriers to high attendance that pupils may face.
Ability to tailor interventions to individual pupils.

Ability to use IT systems and to conduct analysis and produce reports.

Good knowledge of Excel.

Ability to create good relationships with pupils, staff and parents.

Personal Qualities

Willingness to provide the best possible opportunities for all pupils.
Organised, proactive and self-motivated.

Good time management skills.

Commitment to upholding and promoting the ethos and values of the school.

Ability to work under pressure and prioritise effectively.
Ability to maintain confidentiality at all times.

Committed to safeguarding, equality, diversity and inclusion.
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If you are interested in this position and would like to have
amore detailed conversation or arrange a visit to the school Closing Date:
before making the decision to apply for the post, please 7% January 2024

contact:

HR®@aletheiatrust.org.uk
01474 533 082.

To apply for this role, please complete our

Online Application Form.

Aletheia Academies Trust is committed to safeguarding and promoting the welfare of children and young
people and expects all staff, volunteers, and governors to share this commitment. All successful candidates will
be subject to an enhanced DBS check along with other relevant employment checks, including overseas
criminal background checks where applicable. Our policy statement on the recruitment of ex-offenders can be
found on our website. All new employees, volunteers and governors will be required to undertake

safeguarding training on induction which will be regularly updated in line with statutory guidance.

Please click here to view: Our Trust policies or Our recruitment of Ex-Offenders policy.



mailto:HR@aletheiatrust.org.uk
https://www.mynewterm.com/jobs/137609/EDV-2023-SGCES-35176
https://www.aletheiatrust.org.uk/governance/finance-policies
https://www.aletheiatrust.org.uk/join-aletheia-academies-trust/vacancies
https://www.aletheiatrust.org.uk/join-aletheia-academies-trust/vacancies/vacancy-application-form
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Contact Us

Saint George's C of E School Telephone:
Meadow Road, 01474 533 082
Gravesend, DA11 o
ILS Website:

saintgeorgescofe.kent.sch.uk

Email: HR@aletheiatrust.org.uk



https://www.saintgeorgescofe.kent.sch.uk/
mailto:HR@aletheiatrust.org.uk

