

Attendance, Learning & Welfare Champion
Job Description 
Title:




Attendance, Learning and Welfare Champion
Reports to: 



Director of Attendance & Welfare
Grade: 



Scale 4/5, Point 7-17


Hours of Work: 


37 Hours, Term time plus 2 weeks 


Responsible for: 

       Student Support 
Key Duties and Responsibilities
Attendance

· Establish and foster good relationships with parents/carers of children at the Academy and encourage good home/Academy communication
· Liaise with staff, students, parents/carers and external agencies in order to provide the accurate recording and manipulation of data relating to student attendance and absence.

· Make daily checks/printouts of registers, complete daily absence sheets where necessary, make the first day of absence and follow up call passing information onto the Family Liaison Coordinator, Student Support Champion’s, PLD’s and SLT as appropriate.
· Provide administration support for all behaviour related issues including permanent and fixed term exclusions.

· Provide behaviour data for all PLD’s on a weekly basis.

· Monitor poor attendance and punctuality and report accordingly ensuring accurate recordings following these visits.

· Support the visiting of absent students at home in order to encourage attendance and ensuring accurate recordings following these visits.
· Provide administrative support and tracking for all dealings with parent/carer and external support agencies in relation to behaviour and attendance.

· Mark registers when students are late and enter the results into appropriate software package in use from time to time.

· Maintain the computerised systems in use from time to time, including SIMS for data and attendance analysis.
· Prepare regular updates and reports for the Senior Team, the Principal and Governors including assistance with the analysis and presentation of data.

· Provide administrative support for the implementing of actions to improve attendance.

· Liaise with Attendance & Welfare Manager/ Family Liaison Coordinator, Student Support Champion’s, PLD’s and SLT on a daily basis regarding attendance issues/concerns.
· Support newly arrived students by helping families complete appropriate forms, discuss school procedures, arrange tour of the school and liaise with previous schools to obtain information.

· Typing and clerical duties including confidential work, routine correspondence, minute taking and filing.

· Duplicating and distributing information relating to Behaviour and Attendance including arranging meetings with parents/carers.

· Maintaining records, processing data and preparing summaries of data.

· Attending full staff and other meetings as required and supporting departmental events.

· To be an effective team member with flexible approach.  To give high priority to the standard of presentation of all written communications and information.

· To work under the direction and supervision of AVP/Personalising Learning Directors to identify why children are not achieving good attendance and assist in the implementation of measures to address this.

· To work with the AVPs/PLDs/SSCs/Attendance & Welfare Manager/Family Support Champion with administrative tasks related to all pastoral matters e.g. letters, room bookings, diary management, preparation of attendance referral forms by establishing basic information in readiness for completion by Attendance & Welfare Manager, running of standard SIMS reports for Attendance & Welfare Manager.
· Under the direction and supervision of AVPs/PLDs/SSCs undertake individual case work with families to support them in addressing issues which might be impacting on their child’s attendance and welfare.
· To maintain accurate records and share information with colleagues as appropriate.

· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Covering reception when receptionists are not available during term and holiday time.
Admissions 

· Manage the appeals/waiting list

· Supporting the transition by sending/receiving CIF files between schools.

Learning Support to Students
· To assist students in the use of resources including ICT

· To deliver pre-planned programmes of work under the direction of a Learning Consultant

· To assist in the assessment of student attainment/progress

· To support individuals/groups of students

· To undertake duties on a rota basis

· To maintain students interest’s and motivation

· To support individual and group work assigned by the Learning Consultant in raising core skills.

Component 1 – Wider Professional Effectiveness

· Participate in and engage with Academy Inset and Professional Development, whether in-house or external.

· Through the mechanisms of Appraisal and Quality Assurance, demonstrate improvement in your role as a result of Professional Development and Inset.

· Disseminate the outcomes of Inset to other staff and ensure that the Executive Team are aware of such innovation and cutting edge development.

· Effectively contribute to the Academy improvement planning process.

Component 2 – Role Model

· Ensure that ‘no student is left behind’, in their academic and personal development.

· Conform to the Academy’s Dress Code for staff and demonstrate exceptional standards of presentation, conduct and time keeping.

· Build team commitment amongst students and staff alike.

· Engage and motivate students and staff to do their best by doing your very best.

· Demonstrate a positive approach to your professional duties and improve the quality of student learning.

Additional Components 

· To consistently uphold the Academy’s aims and strive to attain Academy Targets.
· To work in a cooperative and polite manner with all stakeholders and visitors to promote and enhance the reputation of the Academy.
· To work with students within the framework of the Academy in a courteous, positive, caring and responsive manner.
· Play a full part in the life of the Academy’s community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.
· Be courteous to colleagues, visitors and telephone callers and provide a welcoming environment.
· Demonstrate both enthusiasm and high standards of professionalism to all Academy stakeholders.
· It is the responsibility of each employee to carry out their duties in line with all Academy Policies promoting a positive approach to a harmonious working environment.

· The job purpose and key task statements above are indicative and by no means exclusive.  The need for flexibility amongst staff is therefore considered important.
· To undertake any other duties deemed reasonable by the Academy Executive Team for the post at this level.
· To embrace the Academy’s pursuit of excellence.

Health and Safety Responsibilities

· All staff have a responsibility to be aware of, comply and act upon the Health and Safety Policies of Q3 Academy and undertake risk assessments as appropriate.  Full details can be accessed via the staff website.
· Q3 Academy is a designated no smoking site.

The above list is indicative and not exhaustive. The post holder will be expected to carry out any other duties associated with the work of the Academy as may be directed by the Chief Executive/Head of School, commensurate with the grade of the post. This job description will be reviewed and updated periodically in order to ensure that it relates to the job performed or to incorporate any proposed changes. This procedure will be conducted by the Chief Executive/Head of School in consultation with the post holder. In these circumstances it will be the aim to reach agreement on reasonable changes but if agreement is not possible management reserve the right to make changes to the job description following consultation. 

The Academy is committed to safeguarding and promoting the welfare of children.

All post holders are subject to a Satisfactory Disclosure & Barring Service Check (DBS) and satisfactory employment references, as well as identification and qualification, prohibition and barred list checks which will be required before commencing duties.
