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	Snapethorpe Primary School



	Job Title:  Attendance Officer

	
	

	Grade: G6
	Job Evaluation Code:  

	
	

	Reporting to:  Deputy  Head Teacher 
Line Management-   
	Manager’s Grade:                    

	

	Overall Purpose of the Post: 

· To provide an efficient and effective administrative support service for attendance matters, continually improving the service provided for Snapethorpe Primary pupils, parents/carers and staff.
· To Improve attendance and punctuality.

· Provide support strategies for pupils and their families to ensure the highest level of attendance is maintained.

· Work with DSL’s, Office Assistants, EWO and the Senior Leadership Team to monitor and improve attendance and punctuality.

· To meet attendance targets set either within school, by the Local Authority or at a national level.

	Location:  Snapethorpe Primary School, St.George’s Road, Lupset, Wakefield, WF2 8AA
Workstyle: Workplace based


	Requirements for the post.

	
	Essential
	Desirable

	Qualifications/ Training


	· NVQ 3 or equivalent qualification e.g. I.L.M. Certificate of First Line Management (Introductory Course) 

· Or

· Experience in relevant discipline
· English and Maths to GCSE level or equivalent

	NVQ 4 or equivalent e.g. ILM Endorsed Certificate – (Skills for Middle Leaders)



	Knowledge


	· Very good Numeracy/ Literacy Skills

· Effective use of ICT and other specialist equipment/resources

· Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation
· A knowledge of the work of a school  

· A knowledge of school attendance systems and processes

· Excellent administrative &  organisational skills

· Able to work accurately and complete tasks to specific deadlines

· Excellent ICT skills

· Able to work with minimum supervision and on own initiative

· Able to communicate effectively and sympathetically with a range of people, including parents and pupils

· Well organised, able to maintain accurate records and manage own workload

· Manage own case load of Pupils working with vulnerable students and those with emotional and social difficulties.

· Good communicator, able to work with a variety of colleagues, including teachers and support staff
	· Ability to use Microsoft applications (Word, Excel and Outlook)

· Knowledge of Family Services

· Knowledge of Data Protection, security and working in a confidential environment

· Knowledge of attendance support strategies and familiarity with different support agencies

· Knowledge of Common Assessment Framework (CAF) 

· Knowledge and understanding of the wide range of services and agencies to help support Persistently Absent pupils (PA)

	Experience


	· Experience of development, management and operation of administrative systems

· Previous experience of working with multi agencies

· Experience of using administrative and operational systems in a complex organisation

· Experience of working with pupils with attendance issues and understanding the issues behind this

· Experience of providing advice to Senior Management and other stakeholders


	· Experience of working with children in an educational environment

· Experience of completing CAF and experience of supporting pupils and families with attendance issues

	Physical Skills
	· Excellent keyboard skills in the use of computerised systems e.g. bulk data input
	

	Competencies and other skills required


	· Ability to relate well to children and adults

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

· Ability to self-evaluate learning needs and actively seek learning opportunities
· Ability to work effectively as part of a team

· Ability to take personal responsibility for organising day to day targets
· Ability to convey straightforward information, orally and in writing to colleagues, pupils and parents
· Ability to produce accurate and up-to-date records and reports as required
· Ability to maintain efficient record keeping systems
· Ability to convey information clearly and accurately
· Ability to work in an organised and methodical manner
	


	Key Outcomes/ Activities

Organisation

· Liaise with Headteacher/ Assitant Headteacher on attendance matters and administer and support the as required

· Liaise with pupils, parents/carers and staff to effectively organise and manage the administration processes and procedures for attendance

· Take and convey messages from parents about absent pupils seeking to improve communication between the school and 
parents/carers
· To take supportive/remedial action in respect of individual absentees to secure their regular attendance at school 

· Monitor pupil attendance, ensure checks are made on missing pupils, and ensure Integris and CPOMs are updated so that attendance is properly recorded and accurate data can be retrieved
· Provide advice and guidance to staff, pupils, parents/carers and others

· To act as pupil education advocate and to facilitate the educational partnership between home, school, community and LA, by support, liaison and negotiation, and where conflict arises to give paramount consideration to the interests of the child.
· To follow the school attendance response protocols set out the Attendance Policy

· Home visits to support pupils and families and accompany pupils to school where necessary.

· To deal with students who are vulnerable and have social and emotional difficulties. To support intervention and assist in the development of strategies to enable a swift response to absenteeism in school

Administration

· Undertake administrative tasks as directed by your line manager

· Undertake typing, word-processing, photocopying, filing and associated administrative tasks

· Scan documents and shred those no longer required

· Collate and prepare data/information and produce reports/information/data on a daily, weekly, termly, annual and ad hoc basis

· Request, collate, proof read and print reports/letters/documents as required

· Reply to parents’ requests for information or queries in writing and by telephone 

· Produce and post up-to-date information on attendance notice boards, to ensure that staff and pupils are kept updated on 
attendance matters
· To contribute to the development and implementation of policies related to attendance issues

· Undertaking full range of clerical and administrative tasks as relevant to school needs. Producing full range of reports for senior members of staff. These include attendance reports for the Headteacher and Governors 
· Dealing with correspondence and contacting parents and external agencies

· To maintain appropriate case records that can be used in any future legal proceedings

· Organise and attending meetings with parents to review Attendance

· Contact parents directly as appropriate over a range of attendance issues without reference to other personnel

· Contact and working with external agencies, particularly, Educational Welfare
· Contribute to Early Help meetings and developing and implementing strategies

· Mentor specific pupils, helping them to improve attendance 

· Identify, refer and track vulnerable students in partnership with other professionals

· Home visits to support pupils and families where necessary

· To prepare letters to parents on attendance issues

· To handle requests for permission to authorise absences from parents

Resources

· Operate relevant equipment/ICT packages/information systems (e.g. MS Office, internet, intranet, Integris, E-mail, CPOMs)

· Provide advice and guidance to staff, pupils and others

· Undertake research and obtain information to inform decisions

Responsibilities

· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the school

· Establish constructive relationships and communicate with other agencies/professionals

· Attend and participate in regular meetings

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· Work closely with key staff within the school to oversee attendance

· Identify problems and possible support and solutions to improve attendance

· Liaise with parents to ensure they understand their legal responsibility for their child

· Manage the process where legal action may be necessary

· Make referrals to other agencies, where appropriate

· Find ways for parents to build good relationships within the school

· Conduct late sweeps and truancy visits

Other duties commensurate with the grade of the post as directed by the Headteacher

The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.


	Responsibility for Resources

	Employees (Supervision):

No line management responsibility

	Financial: 

None

	Physical:

Effective use of resources as determined by the Headteacher or nominated manager

	Customers and Clients

· Providing general information, advice and guidance on established internal school procedures

· Deal with more complex matters which may involve some exposure to casual verbal abuse


	Working Conditions: 

	 Mainly office based however as per the Job Description Home Visits to support pupils and families as necessary and accompany pupils to school as necessary



	Characteristics of the post:

Employees are encouraged to participate in training activities in order to enhance their own personal development.

All employees of a school have a responsibility for promoting and safeguarding the welfare of children and young people. 

The employment checks are required:

· Evidence of entitlement to work in the U.K.

· Evidence of essential qualifications – see page 1 of this job specification

· Two satisfactory references

· Confirmation of medical fitness for employment

· Registration with appropriate bodies (where applicable)

The following employment checks are required for those positions which are based in a school or working with vulnerable young people and adults:

Evidence of a satisfactory safeguarding check e.g. An Enhanced DBS Disclosure

	

	

	Date completed:  December 2012
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