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	ORCHARDS ACADEMY JOB DESCRIPTION

ATTENDANCE OFFICER


	Job Title: 
Attendance Officer
	Responsible to:  Headteacher
	Hours per week: 22 ½ hours
39 weeks a year

	Generic Duties and Responsibilities

	To support and follow the Academy’s policies by:

· Proactively promoting excellent working conditions and working to promote support systems for the staff and the Academy.

· Be committed to safeguarding and promoting the welfare of children and young people

· Maintain awareness of and commitment to the Academy’s equal opportunities policy in relation to both employment and service delivery.

· To ensure full compliance with the Health and Safety at Work Act, Data Protection Act and other relevant legislation.

	Specific Aims and Objectives

	Attendance Officer role

· To ensure all student attendance records are accurate.  

· To improve overall attendance and reduce unauthorised absences within the Academy.  

· To work with the Attendance AHT to ensure all the designated tasks are carried out to the complete satisfaction of the Senior Management Team.  

· To send messages via the Parent Portal advising of absence.

	Professional Duties

	Attendance Officer role

· Updating SIMS daily with attendance information.
· Liaising between the Academy and parent/guardian to promote regular attendance.
· Maintain attendance league tables and promote 95+% attendance. 

· Weekly report for staff and students.

· League table circulated & placed on notice board 

· Ensure 1st day calling and follow up for absent-without-notice students.

· Administrative duties relating to attendance matters as requested by line management or senior management team.

· Prepare computerised Registers weekly and daily input into the OMR before morning break

· Prepare and complete absence data

· During fire drills, bring registers to be checked.   
· Initiate and on-going monitoring of, SLO referrals for all those below 90% with either 5 days continuous absence or those exhibiting a pattern of odd days.

· Attend Multi agency meetings on attendance issues.

· Work with member of staff in charge of attendance to complete monthly Governors report.

· Administrative duties relating to attendance matters as requested by line management or senior management team.

· Furnish SLO with necessary data as and when required    
· Cover receptionists lunch break between 12.00 and 12.30
· Any duties deemed necessary by the Headteacher.

	Signed: 
	Post Holder
	Date:

	Signed: 
	Executive Headteacher
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