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JOB DESCRIPTION

Job Title:  Sixth Form Support Manager (Attendance Lead)         
Reports:  Assistant Headteacher: Head of Sixth Form
Grade: Kent Range 6



£17,507 actual (£20,222 FTE)
Job Holder’s Name:
Vacancy
Date: May 2020

Purpose of job

· Promote our school values at all times

· Be responsible for managing attendance across Years 12-13

· Provide administrative support for the Sixth Form and teaching staff as detailed below 

· Work with, and support the Heads of Years 12 and 13 under the leadership of the Head of Sixth Form, to ensure the welfare and excellent pastoral support of all students

· Support and promote the whole school and Sixth Form ethos and values, leading by example
· Attend Sixth Form events, for example Sixth Form Open Evening and Parents/Carers’ Consultation meetings 

Support for the Sixth Form Team

· Take a lead role in the development, implementation and monitoring of systems relating to attendance and punctuality including 
· Logging answerphone messages and reasons for absence on SIMS
· Ensure electronic registers are completed accurately, log punctually concerns and follow up those which are not
· Enter paper registers on SIMS when colleagues are unable to connect electronically
· Provide timely reports of lateness and punctuality across both year groups for the Sixth Form Team and pastoral leaders on the Senior Leadership Team as required. 
· Proactively make contact with home in the event of student absence or concerns about punctuality, including implementing ‘Truancy Call’ or if parents/carers are not responding to absence concerns
· Contact parents/carers when requested to discuss reasons for absence, and to advise them when an absence is authorised or not
· Proactively alert the Head of Year where an absence/late or pattern of absences/lates comes to light (for example repeated absence, where the reason is uncertain, or where it falls on a certain day/time).
· Take a proactive role in supporting the Sixth Form team in all areas including the development and implementation and monitoring of rewards and behaviour

· Log communication with parents/carers and maintain accurate and up to date student records
· Provide general clerical/administrative support as requested, for example dealing with Sixth Form correspondence, reporting on attendance, making phone calls, writing to parents/carers about attendance/punctuality concerns
· Provide administrative support for Sixth Form admissions, including Parent Information Evenings, Parent Consultation Evenings, enrolment and induction days, Open Evening and Celebration Assemblies
· Liaise with teachers and form tutors regarding student welfare, as necessary
· Manage record keeping systems and processes
Support for Students

· Monitor daily attendance of group of vulnerable students and alert the Assistant Headteacher: SENCO immediately 
· Establish productive working relationships with all Sixth Form students, acting as a role model
· Take a proactive role in supporting all Sixth Form students and acting as a mentor for selected groups of students as agreed with the Heads of Years 12 and 13
· Supervise the Sixth Form areas to ensure students behave in a respectful and appropriate way suitable for learning
· Support the Sixth Form team and the students by helping to promote and develop good
 working habits, skills for learning, and resilience and positivity
· Proactively monitor standards of the Sixth Form Dress code within the school
· Promote the inclusion and acceptance of all students within the school community
· Support students being reintegrated into school, for example with injuries
· Support students and their families to ensure that health and welfare issues are managed appropriately and in line with school procedures

Support for the school

· Contribute to the overall ethos and aims of the school and Sixth Form

· Be aware of and comply with policies and procedures relating to safeguarding, confidentiality and data protection, reporting all concerns to the line manager

· Be aware of and support differences and ensure all students have equal access to opportunities to learn and develop

· Establish constructive relationships and communicate with other agencies/professionals to support achievement and progress of students as directed

· Attend and participate in regular meetings and take notes/minutes as necessary

· Participate in training and other learning activities as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· Assist with displays in key areas around school

· Supervise students on visits, trips and out of school activities as required within hours

General 
· Attend meetings as necessary
· Participate in school wide projects and tasks
· Contribute to the school’s commitment to continuous improvement as identified in the School Development Plan 

· Other tasks which may be agreed from time to time with the postholder

Experience

· Experience working with children of relevant age preferable

Qualifications/training

· Very good numeracy/literacy skills

· Appropriate first aid training (or willingness to be trained)

Knowledge skills

· Work constructively as part of a team, understanding roles and responsibilities and your own position within these
· Ability to relate well to young people and adults
· Excellent interpersonal and organisational skills
· Strong communication skills
· Ability to use ICT effectively to support learning, especially email, Word, Excel and Google

· Ability to use SIMS (or willingness to be trained)

· Ability to use Truancy Call (or willingness to be trained)

· Ability to self-evaluate learning needs and actively seek learning opportunities.

The above job description is subject to reasonable review and may be changed in line with the school’s needs, following consultation with the postholder
Agreed by:


Approved by: 




Vacancy

Sharon Pritchard, Headteacher
Date:


Date:



�Attendance should be added here and come first if this is the focus of the role


�I have split this apart to focus more on leading attendance and punctuality and supporting the other systems


�SSM job role states 


Support students in developing good working habits and skills for learning


Adapted it so it is supporting





                     Working together to achieve academic excellence and personal potential             

