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JOB DESCRIPTION
SCHOOL WELFARE AND ATTENDANCE OFFICER
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· Purpose of Job:
[bookmark: _heading=h.gjdgxs]The School Welfare and Attendance Officer is responsible for pupil attendance and addressing barriers to school participation. Key duties include maintaining accurate attendance records, tracking absences, and preparing reports for school leadership. The officer works with parents, teachers, and external agencies to resolve attendance issues, coordinate interventions for persistent absenteeism, and provide referrals to support services. In addition to attendance, the officer oversees pupil welfare by managing and recording accidents, ensuring proper documentation and analysis of incidents. They work to identify patterns, ensure compliance with safety protocols, and recommend improvements to prevent future accidents. The officer also manages communication between the school and families and monitors/updates attendance data systems.

General admin ethos and approach at Khalsa

· Provide a welcoming and accurate information service to visitors, staff, and pupils, ensuring all queries are addressed promptly and professionally.
· Answer telephones in a professional manner, taking messages and ensuring they are delivered in a timely manner.
· Greet and attend to visitors, offering appropriate hospitality and ensuring a positive first impression of the school.
· Maintain accurate records of messages, ensuring they are forwarded promptly to the relevant person or department.
· Provide general administrative support, including the use of Google Workspace and Microsoft Office programs (Word, Excel, etc.).
· Establish and maintain good relationships with staff to ensure confidential and professional administrative support.
· Comply with relevant policies and procedures, including those related to child protection, equal opportunities, health and safety, confidentiality, and data protection, reporting any concerns to the appropriate person.
· Update and manage pupil records through the SIMS system, ensuring accuracy and currency of information.
· Effectively manage and prioritise your own workload, ensuring tasks are completed in line with service requirements.
· Demonstrate commitment to professional development (CPD) and the continuous learning of new skills.

Specific areas of responsibility:    

· Provide medical and welfare support services to ensure the smooth operation of the school, contributing to a supportive environment for effective teaching and learning.
· Act as the primary First Aider for the school, administering first aid and managing medical emergencies as needed.
· Administer medicines and medications to pupils in accordance with school procedures and statutory guidelines, ensuring all rules and protocols are followed.
· Attend to the personal health and welfare needs of pupils, including those with special requirements based on their individual needs and conditions.
· Assist pupils in using specialised aids or meeting health and safety requirements, following the training provided.
· Liaise with the school nurse, health professionals, and medical services to coordinate routine medical screenings and organise these sessions within the school.
· Record accidents, incidents, and illnesses in the SIMS system, preparing reports when necessary.
· Manage the medical room on a day-to-day basis, maintaining accurate records such as medication charts, first aid logs, and other relevant documentation.
· Oversee the inventory and maintenance of first aid supplies across the school, ensuring adequate stock and proper functioning of first aid kits.
· Assist with the changing and cleaning of soiled clothing, and promptly alert the site team for more thorough cleaning when necessary.
· Attend school trips as required, providing on-site medical and welfare support for pupils.
[bookmark: _heading=h.5zxgw0sau32h]Attendance Management
· Oversee attendance processes for the school, ensuring accurate records and timely follow-up on absenteeism.
· Collaborate with the Headteacher, parents, and school staff to identify and resolve attendance issues, taking proactive steps to improve attendance rates.
· Support Pastoral, Learning Managers, and senior leadership in advising on attendance matters and, where necessary, lead initiatives to enhance attendance.
· Prepare and manage school registers, including addressing late arrivals and ensuring attendance data is accurate.
· Conduct daily welfare calls to establish the reasons for pupil absences and manage the late collection of children.
· Promote the importance of attendance by implementing initiatives to raise awareness among staff, parents, and the community, including issuing attendance awards for students.
· Manage the collection and updating of attendance data, ensuring SIMS records are accurately maintained and updated annually.
To undertake other duties appropriate to the post that may reasonably be required. The post holder is expected to undertake all duties in a professional and efficient manner, contributing to the overall ethos/work/aims of the school. The job holder is responsible for: -

· Regularly reviewing your own practice, setting personal targets and personal development. Working on your own initiative, as well as being a team player.
· Encouraging and accepting feedback from your colleagues and line manager and responding to, or adapt to, change as required.
· Arrive punctually, be prepared for each school day, and maintain regular attendance and work with courtesy.
· Taking an active part in the Performance Management process with your line manager, sharing your success stories as well as your challenges.
· Modelling high professional standards and being a responsible, flexible and effective member of staff.


	Khalsa Primary School is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo Child Protection screening appropriate to the post, checks with past employers and an Enhanced DBS check.  







	This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post. 


	I have read the Job Description and understand the outline of my responsibilities as set out above. I accept that these may change from time to time in accordance with business requirements and will be reviewed annually as part of my performance appraisal.  I also understand that I may be requested to carry out other reasonable activities from time to time which are in line with the requirements of the business.  


	Postholder Print Name:

	Signature:


	Date:
	


	Headteacher: Print Name:
	Signature:


	
Date:
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