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JOB DESCRIPTION

	Post Title:
	Attendance Officer

	Purpose:
	· To contribute effectively to the overall management of the Academy and to the achievement of its mission
· To have available for staff at all times accurate data on attendance
· To have available at all times data for parents and other external bodies as legally require this attendance data
· To ensure that the data that is held is accurate and reliable
· 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:
	Vice Principal (Behaviour and Inclusion)


	Responsible for:
	N/A

	Liaising with:
	Vice Principal, Director of Inclusion, Assistant Principal Head of Sixth Form, Inclusion Manager, EWO, House Managers, Director of Student Services, governors attendance committee, Teaching and support staff, relevant external agencies, trustees

	Working time:


	37 hours per week - Term Time plus 1 week 


	MAIN (Core) DUTIES

	Data
	· Ensuring that the day by day registration of students is accurate and that any deficiencies and omissions is dealt with immediately
· Ensuring that the data is accurately recorded with the correct code
· Ensuring that reason for absence are recorded and the notes from parents are stored correctly

· Follow up of absences that have not got an explanation from parents
· Recording of all parental meetings
· Tracking and monitoring of attendance of students who are off site

· Entering data for all students who are off site weekly and chasing up staff for this information i.e. Director of Inclusion, Pastoral Support Manager, Student Services Director.

· Reporting data to external bodies as requested i.e. OFSTED, DFES, HMI

· To provide relevant statistics for the Vice Principal, the governors, the DFES and any other relevant body and produce the report for the annual prospectus and report.

· Ensuring that a programme of first day call is carried out
· Working with the EWO to produce a list of students to be visited and who are recommended for further action
· Working with the Best Team Policeman, recommend the students and parents who should be given an AAA contract
· Working with the governors to provide a list of students and parents to be seen by the committee

· Send letters to parents with the targets for improvement

· Work with the House Managers to support any student with attendance down to 90% to return to education

· Liaise with the Director of Inclusion when students are on restricted timetable education

· Liaise with the Students Service Manager who will give you the student’s names who are excluded and the duration of the exclusion
· To inform EWO of parents who take holiday in term time

· Sixth Form data be included in all appropriate actions 
· Conduct home visits
· Work with Progress Leaders to reduce ‘odd day absence’ and identify patterns of absence
· Identify students for all staff to mentor
· Identify students for House Managers to mentor 4 weekly
· Identify students for Senior Leadership Team to mentor half termly

	Quality Assurance:
	· To ensure the data is accurate by testing it 

· To be proactive in developing the provision for managing and supporting attendance



	Marketing:
	· To ensure the promotion of a welcoming environment to students, visitors and callers.



	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 actively promote the Academy's corporate policies, e.g. Health & Safety Policy and Equal Opportunities etc.

	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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