School Admission / Data Officer Job Description


	Job title:
	School Admission, Attendance & Welfare Officer 


	
	Ealing GLPC Grade:
	Grade 5

	School:
	Mount Carmel Primary School
	
	
	

	Line manager:
	School Business Manager

	Hours:
	Monday – Friday, 8.00am – 4.00pm, 40 weeks per year


Main purposes of the job

· Management of school attendance and admissions

· Act as Welfare Lead

· Be responsible for promoting and safeguarding the welfare of children and young people within the school
Main responsibilities and tasks
Admissions/Transfers/Leavers
1.  Co-ordinate all school admissions; Nursery, Rising 5, and In-Year Admission.

2. Liaising with the council’s admission team and the Catholic Diocese re Admission Criteria and procedures.

3. Prepare all admission / admission appeals documents for governing body admission panel and appeals panel.

4. Updating all admission documents and dealing with all admission enquiries.

5. Co-ordinate Year 6 Transition.

6. Ensure all transfers are recorded and children’s files transferred to new schools (paper and electronic files).

7. Maintain manual and computerised records/ management information systems.
8. To ensure that information in the school’s publications, including the website, are kept up to date.
9. Maintain Nursery registration files and waiting lists.
10. Plan and run new parents’ Welcome Evening

Pupil Data & Assessment
11.  Maintain accurate and up to date data for pupils.

12. Maintain and update, in liaison with the school’s Inclusion Manager, Special Educational Needs information on Arbor
13. Ensure assessment data for new students is recorded.

14. Enter pupil assessment results on Arbor and advise the senior leadership team in relation to deadlines for national/ local authority data requirements.
15. Collate and process reports as required
Attendance:

16. Responsible for pupil and staff attendance administration and processing registers.

17. Responsible for taking registers to the fire point in the case of emergency

18. Responsible for following up on all absentees

19. Produce absence letters/emails for parents as required

20. Produce holiday/absence requests

21. Attend Education Social Worker meetings as required
22. Meet with parents of persistent absentees

Welfare:

23. To act as lead First Aider in the school, with primary responsibility for the Welfare Room 
24. To act as Deputy Designated Safeguarding Lead (DDSL) in a team of 5/6

25. Be first aid trained and provide first aid to children and staff. 
26. Responsible for all administration associated with students’ medical conditions, including Individual Health Plans
27. Record all accidents, both major and minor, and hold responsibility for maintenance of records

28. Liaise with parents and carers regarding students’ health conditions/allergies and the provision/storage of medication within the school

29. Liaise with the catering company over any allergy-related issues

30. Communicate with all parents when necessary, e.g. when there are outbreaks of illness
31. Arranging ambulances as required and contacting parents if necessary
Administration

32. Monitor the correct use of the school’s records and information systems.
33. Analyse and evaluate attendance data and produce reports as required.
34. Produce and respond to correspondence.

35. Manage complex administrative procedures.

36. Be responsible for completion and submission of complex forms, returns to DfE, local authority and outside agencies e.g. school census.

37. Update and maintain the school website.

38. Creation and production of reports, labels, lists, statistics, requested by staff.

39. Dealing with reception and telephone queries giving advice and information on behalf of the headteacher and passing on relevant information to staff.
40. Perform routine housekeeping of the Admin Shared Drive.

41. Undertake typing, word processing and other ICT based tasks.

42. Compliance with the security and confidentiality of all records in the office.

Other Responsibilities

43. Attend relevant training courses as required by the headteacher.

44. Have due regard for the Health & Safety of yourself and colleagues as outlined in the school policy.  Having particular concern for the H & S of pupils to whom we have a duty of care.

45. Carrying out all duties in accordance with the school’s equal opportunities policy.

46. To contribute to the overall ethos/aims of the school.

47. Any other duties and responsibilities of a similar administrative nature and at a similar responsibility level as those described above which may be allocated from time to time.
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