Aldridge School
Job Description and Person Specification

	Job Title:
	Attendance Officer 


	Grade:
	Grade 5 (SCP 9 – 17), FTE: £25,119 – £28,770
Permanent, Term time only inclusive of inset days. Actual Salary: £21,606 - £24,856

	Purpose of Job:
· To build and implement strategies to help identify and remove any barriers to attendance
· To work closely with pupils, staff, parents, and carers to reduce levels of absence, and act appropriately when persistent absence becomes a safeguarding issue
· To promote, strengthen and develop the relationship between parents/carers, children and young people and the school
· To develop the overarching strategies for school attendance
· To monitor and report on whole-school attendance data, analysing data to identify key areas of concern
· The role is directly line managed by the Assistant Headteacher



JOB DESCRIPTION
Duties and responsibilities

Administration
· Ensure daily attendance registers are accurate and complete, and follow up with staff members about any incomplete data
· Follow up on any unexplained absences with parents/carers, escalating issues as appropriate in line with school procedures
· To record student absences and late arrivals on SIMS, maintaining accurate attendance records
· To log any correspondence and/or concerns via the School’s CPOMS system
· Organising administrative tasks pertaining to lateness, manning ‘late-gate’ to register students and oversee the follow up, including a same day sanction, on a daily basis
· Work with the relevant pastoral teams (year, SEMH and SEND teams) to address concerns relating to attendance and punctuality
· Initiate and oversee the administration of absence procedures, for example letters home, attendance clinics and engagement with local authorities/other external agencies and partners
· Manage attendance returns for the school census
· Liaise with Walsall Local Authority’s attendance team, including the allocation of Fixed Penalty Notices
· Liaise with Walsall Local Authority for any amended curriculum or reduced timetable arrangements
· Manage holiday requests and the process of issuing penalty notices to parents
· Maintain accurate records of communications with parents/carers and relevant interventions
· Build and refresh knowledge of the school’s MIS and other relevant systems
· Use PowerBi to analyse trends and liaise with the appropriate bodies through the Mercian Trust

Monitoring and reporting
· Report daily attendance and punctuality data to the relevant pastoral teams
· Produce and interpret attendance reports for school leaders, identifying key statistics, reasons for absence and any patterns of concern
· Track attendance of vulnerable groups of pupils and share information with school leaders
· Work with the relevant teams including the Welfare Services Manager to identify and prioritise vulnerable children and groups and develop appropriate interventions to improve attendance for them
· Lead check-ins to review progress and the impact of support/interventions
· Work with school leaders to develop and revise the school’s attendance policy
· Represent Aldridge School at regular attendance meetings in conjunction with the relevant staff
· Implement children missing education (CME) procedures when appropriate
· Provide regular reports to attendance organisations to raise awareness of emerging at-risk pupils
· Follow statutory DfE attendance guidance and ensure the appropriate data returns
Working with parents/carers
· Make expectations of punctuality and attendance clear to parents through the different channels of communication
· Coordinate meetings with pupils and parents/carers to implement interventions and track progress
· Build positive strategies and relationships with all parents/carers to encourage family involvement in their child’s


attendance
· Identify, and where possible, mitigate potential barriers to attendance in partnership with families
· Carry out home visits, where necessary, to address attendance concerns for individual pupils
Professional Development
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school
· Provide support and training on attendance reporting where needed
· To participate in staff meetings, briefings and training days/events as requested
· To contribute to the overall ethos, work and aims of Aldridge School

Other areas of responsibility Safeguarding
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies
· Be alert to when persistent absence becomes a safeguarding concern and early help may be required
· Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary
· Promote the safeguarding of all pupils in the school

Behavioural and pastoral

· To assist in the promotion of high standards of behaviour and conduct within the school
· Assist in maintaining good discipline of pupils at Aldridge School (in line with the school’s behaviour policy)

Other
· To work within and encourage the School’s Equal Opportunity Policy
Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that may be carried out. The postholder may be required to do other duties appropriate to the level of the role. This job description may be amended at any time in consultation with the postholder.


PERSON SPECIFICATION

Preferred skills, personal attributes or experience
· Educated to at least a GCSE grade C in English and mathematics
· Further qualifications related to the role
· Proven track record across a range of educational settings, demonstrating a wealth of experience and knowledge in securing sustainable improvements
· Experience identifying interventions to raise attendance of pupils
· Experience working directly with pupils and parents
· Experience analysing data and producing reports and identifying key insights
· Ability to build effective working relationships with staff and other stakeholders
· Ability to build effective working relationships with students
· Ability to be flexible, calm, and empathetic in your approach
· Ability to deal with colleagues and pupils in a manner appropriate to each
· Ability to relate well to children, young people and adults
· Effective communication and interpersonal skills
· Effective written and verbal communication skills
· Good IT skills including using Excel, SIMS and CPOMS (training can be provided in using CPOMS)
· An awareness of professional standards required for working with children
· Excellent organisational and time management skills
· Ability to work under pressure and prioritise effectively
· Ability to work constructively and flexibly as part of the team.
· Ability to react positively and remain calm in a crisis
· Ability to uphold and promote the ethos and values of Aldridge School
· Ability to maintain confidentiality at all times
· Ability to make strategic decisions
· Commitment to safeguarding, equality, diversity and inclusion



Aldridge School is committed to safeguarding and promoting the welfare of children and young people and all applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service. Safeguarding and Safer Recruitment Policies can be found on our website.
