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JOB DESCRIPTION

	Post Title:
	Attendance Leader

	Purpose:
	· To lead and manage the team monitoring student attendance and punctuality
· To contribute effectively to the overall management of the Academy and to the achievement of its mission
· To actively contribute to the development and promotion of an Academy rooted in its community, working with individuals and groups to enhance the life chances of the students 

	Reporting to:
	Director of Inclusion

	Responsible for:
	Academy’s student attendance and punctuality and the attendance team. 



	Liaising with:
	All pastoral staff, teaching staff, parents/carers and external agencies. 



	Working time:


	37 hours per week – term time plus 2 weeks


	Salary:
	NJC 17 £24,491 Pro-rata

	MAIN (Core) DUTIES

	Core Duties
	· To lead and manage the attendance team comprising of 2 attendance officers and 1 admin support officer.
· To make home visits to students and work with parents to remove barriers in returning to school.

· Work with Year Leaders and Progress Leader in ensuring that at risk students attend for exams.

· To monitor and raise student attendance and punctuality. 

· To engage with and provide support to parents and carers to improve whole academy attendance. 

· To create and implement an effective annual rewards schedule linked to attendance and punctuality.

· To advise academy staff, families and other agencies on statutory requirements in relation to school attendance. 

· Tracking attendance of students on alternative provision.
· To implement the attendance policy and procedures.

· To assist the academy and other agencies in the early identification of children missing education, attendance problems and to jointly develop and apply strategies designed to initiate improvements.

· To follow routines and processes as directed, providing appropriate support to students, parents and carers.

· Responsibility for the restocking of items within the schools ‘NU2U’ shop. 

· To promote and safeguard the welfare of children and young people within the academy.

	Operational Planning
	· To support the implementation of operational /strategic plans relating to the attendance team and the wider academy.

	Service provision:
	· To proactively monitor and analyse attendance using the academy management information system. 

· To convey all attendance reports to the appropriate person, including monitoring any patterns of attendance and alerting relevant staff to any anomalies. 

· To ensure attendance policies are translated into practice by staff and that any necessary revisions or amendments identified are reported to the senior leadership team. 

· To liaise and organise meetings with parents and carers as needed and appropriate. 

· To liaise with colleagues to share information about students. 
· To ensure all attendance monitoring record keeping is up to date and complies with statutory duties. 
· Develop bespoke monitoring in order to best support individual students and secure best possible attendance. 

· To raise any child protection concerns/issues with the relevant member of staff. 

· Attend departmental meetings and external meetings as and when necessary. 

· To promote and maximise educational opportunities and achievements for individual children and young people. 
· To contribute to the mission and ethos of the academy. 

	Service Development
	· To continually seek to develop service improvements. 

· To be responsible for your own continuous professional development and participate fully in training and development opportunities identified by the academy or as a result of your performance management. 



	Staffing and Staffing Development
	· To performance manage the attendance team. 



	Quality Assurance
	· To support the senior leadership team and the academy in ensuring excellence in all reports and documentation relating to attendance, punctuality and attendance development of students. 

· To ensure that all students and parents receive informative reports and guidance which they are able to understand and act upon. 

· To promote the uniform policy and ensure all students look smart and represent the academy well. 

· At all times follow and Academy policy and procedure. 

	Management Information and Administration
	· To undertake administrative duties as required to perform the role. 

· To be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection and to report all concerns to the appropriate person. 

	Communications
	· To ensure that all communications with service users, both internal and external, demonstrate the values of and NLA. 



	Marketing and Liaison
	· To develop, nurture and maintain the positive image of NLA. 

· To attend all functions and meetings necessary to support the delivery of the role, ensuring the values of NLA and the Trust are exemplified in your attitude, language and behaviour. 

	Health and Safety
	· Ensure that Health and safety regulations are complied with, especially aspects of code of conduct when dealing with vulnerable students.

	Corporate Responsibility:
	· To abide by and implement all policies and procedures of and NLA, including being aware of and responsible corporately and as an individual for health and safety policies and procedures. .

	Other responsibilities
	· To contribute to the overall ethos, work and aims of and NLA. 

· To carry out all duties in the most effective, efficient and economic manner. 

· Ensure that all communications with parents demonstrate the values of and NLA. 

	Training:
	· To continue one's own personal development in relevant areas.

	OTHER SPECIFIC DUTIES

This job description is current at the date shown but, in consultation with you, may be changed by the Principal, to reflect or anticipate changes in the job commensurate with the salary and job title.
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