Job Description: Attendance Officer / Admin

Job Title: Attendance Officer/Admin
Point: 
Medway Scales – D2 pts 4-11   

Hours / Week:  35.75 hrs   8:30am – 3:45pm
Responsible to:
Headteacher/Business Manager
Job Purpose:

· To attend to general office administration duties and ensure the smooth running of the school office.

· To work with pupils, parents, school staff and outside agencies to ensure the good attendance of pupils across the school and to take appropriate action when attendance becomes a concern.

Line Management of:
· None

Principal Accountabilities: Admin Role.

· To attend to general office administration duties and ensure the smooth running of the school office i.e.: Update SIMS and pupil files, liaise with relevant personnel, input admissions, and update the Single Central Register.
· To keep accurate records of all children attending school late and those leaving during the school day, with reasons listed against this.

Principal Accountabilities: Attendance Officer

· To advise and assist parents/carers to maintain regular school attendance and good punctuality.
· Communicate clearly to parents/carers the attendance procedures and the expectations of the school.

· Collate attendance data to enable identification and tracking of pupils.

· Accurate recording of all telephone conversations and meetings with parents.

· Monitoring and tracking of whole school attendance and punctuality, sending out attendance letters where appropriate.

· Produce termly reports for the Headteacher and Governing Body include data analysis on results. 
· Monitoring, tracking and assessing cohorts of pupils across the school.

· Developing and maintaining links with parents/children and the Local Authority AAP (Attendance Advisory Practitioner).

· Completion of Termly Register Reviews.

· Monitoring and ensuring correct Attendance Codes are entered in Class Registers and SIMS.

· Schedule and attend appointments with Parents / Carers for Attendance Clinics. A translator may need to be booked for non-English speaking families.

· Keep a record of all holidays applied for during term time and exceptional circumstances leave. 

· Monitor the impact of Pupils attendance levels on progress and assessment results and discuss with parents/carers and professionals where necessary.

· Organise and attend attendance monitoring meetings with the Attendance Advisory Practitioner, Parents and Child. A translator may need to be booked for non-English speaking families.

· Liaise with the Pastoral Manger to discuss Pupils /Families
· Attend and represent the school at Attendance Panels held by the Local Authority Senior Attendance Advisory Service for Schools and Academies (AASSA).

· Collate pupil information for Attendance Panels with an understanding that it may be used by the Local Authority in the event of parents/carers being taken to court.  

· Record and report back to the Headteacher the outcome of all meetings attended. 

· Liaise closely and communicate clearly with appropriate members of staff and other agencies for the sharing and gathering of information, this may be confidential or of a delicate nature.

· Exercise good, sound judgment in all communications.

· To meet periodically with the AAP to review attendance procedures. (This is usually undertaken in September).

· To ensure that, where a child leaves the school and no known school place is given, it is reported to AASSA as a Child Missing from Education (CME) and to ensure that the details are placed on the School2 school website (S2S).

· On/off 
roll notifications. 
· To ensure that, where a parent states that they wish to remove their child from the school roll to educate that child otherwise (at home), a letter is requested and the AAP is notified. 

· Exclusions - to ensure all paperwork is sent to Inclusions department at Gun Wharf and a copy of the letter is sent to the parents.

General

· To undertake CPD commensurate with the post.

· All employees are expected to show a responsible attitude to health and safety issues and have due regard for their personal safety and that of others. 

· Support, uphold and contribute to the development of the school’s Equal Opportunities, Race Equality and Disability Policy and practices in respect of both employment issues and the delivery of services to the community. 

· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade. 
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