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Attendance & Admissions Officer

Federation: The Lightyear Federation
School: Repton Manor Primary School
Job Title: Attendance & Admissions Officer
Responsible to: Business Director
Pay Range: KSC
Contract: Term Time plus 1 week 8.15am - 4.15pm Mon-Thurs 8.15am-3.45pm
Disclosure Level: Enhanced DBS

Purpose of the Role
To undertake all administrative tasks associated with attendance, admissions and pupil medical administration, providing an effective and efficient service to the school and to current and prospective parents.
Act as the first point of contact for parents and other visitors, ensuring all visitors are welcomed professionally and dealt with in a friendly and efficient manner, following all safeguarding procedures.
Key Duties and Responsibilities
· Provide a first point of contact for the school at reception, dealing with issues that arise or referring them appropriately.
· Record pupil absences and late arrivals on Arbor, maintaining accurate attendance records.
· Make initial enquiries with parents/carers regarding unexplained absences or lateness, including first-day calling by 10am.
· Monitor the attendance of pupils and refer concerns to the Pastoral Team.
· Collate numbers of pupils requiring meals, update Arbor for free school meals and place orders where required.
· Monitor and produce whole-school attendance reports and communicate with parents regarding attendance.
· Support early identification and prevention of poor attendance patterns and inform the Pastoral Team where concerns arise.
· Work with the Pastoral Team to identify barriers to attendance and support improved attendance.
· Ensure all paperwork and referrals are completed when a child is taken on holiday during term time.
· Recognise safeguarding concerns when a child may be Missing in Education and ensure the Pastoral Team is informed.
· Undertake all administrative tasks associated with admissions and liaise with the Senior Leadership Team regarding applications.
· Act as the initial point of contact for admissions enquiries, providing information about the admissions process.
· Maintain the waiting list for school places in accordance with the admissions policy.
· Issue routine admissions correspondence, offer letters and information packs.
· Meet prospective parents and conduct school tours.
· Arrange admissions meetings for new parents with the Headteacher, Deputy Headteacher or class teacher.
· Create and maintain accurate pupil records and school roll information on Arbor, including registers and emergency contact lists.
· Liaise with feeder schools to obtain information about new pupils and share information appropriately.
· Liaise with destination schools to ensure the correct transfer of pupil records.
· Support the Senior Leadership Team in preparing for open evenings and new parent meetings.
· Assist in preparing information packs and updating the school website.
· Liaise with KCC Admissions Team, Fair Access Team and other schools regarding admissions and leavers.
· Collate admissions data, produce reports and prepare statistical returns.
· Maintain and update Individual Healthcare Plans (IHCPs) for pupils with medical needs and ensure they are reviewed regularly.
· Maintain and regularly update the school asthma register and ensure relevant staff are aware of pupils with asthma.
· Support the administration and organisation of pupil medical information, ensuring records are accurate on Arbor and other systems.
· Coordinate and maintain individual risk assessments for pupils relating to medical or needs.
· Liaise with parents, staff and external professionals to ensure medical information and care plans remain accurate and up to date.
· Ensure all medical documentation is stored securely in line with GDPR and school policies.
General Responsibilities
All members of the school community are expected to demonstrate a commitment to safeguarding and promoting the welfare of children. Staff must comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting concerns to the appropriate person.
This job description is provided to assist the job holder to understand their main duties and responsibilities. It may be amended from time to time without changing the level of responsibility appropriate to the grade of the post.
Person Specification
Qualifications
· Level 2 Diploma (or equivalent).
Experience
· Experience of working with senior school staff or Headteacher.
· Experience of drafting reports and correspondence.
Skills and Abilities
· Excellent interpersonal and organisational skills.
· Strong report writing and correspondence drafting ability.
· Computer literacy including use of word processing, spreadsheets and databases.
· Ability to organise workload and meet deadlines.
· Ability to balance changing priorities.
· Ability to work effectively within a changing environment.
· Ability to develop and maintain effective computerised and manual systems.
· Ability to investigate queries and anomalies when required.
· Ability to track and follow up action points.
· Ability to process and maintain pupil records accurately.
· Commitment to equality, diversity and inclusion.
· Ability to handle sensitive information appropriately.
Knowledge
· Knowledge of relevant school administrative systems and ICT packages.
· Awareness of record retention and freedom of information requirements.
· Understanding of data protection and confidentiality requirements.
· Awareness of school policies and procedures relating to health and safety.
· Awareness of procedures relating to pupil medical needs, Individual Healthcare Plans and maintaining medical registers such as the asthma register.

[bookmark: _GoBack]
image1.png
Repton Manor
Primary School




image2.png
Frovemons P
emor o0 Nurreny ¥





