
 



  

 

 

 

 



  

 

 

 

 

WELCOME TO UFFCULME SCHOOL  

  

Dear Applicant  

  

Thank you for your interest in this post.  This is an exciting opportunity for us to recruit a motivated and 

enthusiastic Attendance & Welfare Officer to join our existing highly successful team at Uffculme School.  

  

Uffculme is a happy and friendly school with high ambitions for every student. We are fully inclusive but are 

relentless in our determination that every child will fulfil their potential. Our reputation and outcomes speak 

for themselves and although we are regularly the top performing comprehensive school in the region, we 

refuse to be complacent. We want to be the best school we possibly can be and are always looking for ways 

in which we can develop and improve.   

  

If you share these aspirations and believe you can contribute to our continued success, I would be delighted 

to receive your application.  

  
 

We are committed to safeguarding and promoting the welfare of children and all candidates are expected to 

share this commitment.  This post is subject to a satisfactory enhanced DBS check.     
  

  

    

  

Laura Jenkins, Headteacher  

 



  

 

 
 

Attendance & Welfare Officer – required from January 2027 

37 hours per week 

Permanent, Term Time plus 3 INSET days (38 weeks and 3 days per year) 

£25,719 - £29,504 actual salary (Grade E, NJC points 16-22) FTE £31,525-£34,811 

 

Job Purpose 

 

• To contribute to raising achievement by improving school attendance 

• To provide a specialist service to assist the school in meeting their obligations and targets in relation 

to school attendance, especially persistent absence 

• To work closely with parents/carers and students to improve levels of attendance 

• To act as the school’s main First Aider during the school day 

 

 

 

 

See the Job Description for a full breakdown of the role and responsibilities. 

Closing Date:  9.30am Monday 16th November.  Interviews to be held in the following week. 

 

 

 

 

 

 

 



  

 

 

Post Attendance & Welfare Officer 

Grade Grade E (NJC points 16-22) 

Hours 37 hours per week, 38 weeks and 3 days per year   

Responsible to Deputy Headteacher 

 

Purpose of the role 

• To contribute to raising achievement by improving school attendance 

• To provide a specialist service to assist the school in meeting their obligations and targets in relation to 

school attendance, especially persistent absence 

• To work closely with parents/carers and students to improve levels of attendance 

• To act as the school’s main First Aider during the school day 

 

Main duties - Attendance 

• Daily attendance administration including checking registers, coding attendance, sending watch list, 

making truancy calls and communicating with staff, parents and carers 

• To use the school’s MIS to record all attendance administration 

• To work with groups of students, primarily disadvantaged, to improve levels of attendance. 

• To work and form strong relationships with parents/carers and other agencies in improving their 

child’s attendance record and coordinating parental support and training where appropriate. 

• To undertake home and school visits as designated by the school/Educational Welfare Officer 

• To interpret information relating to attendance patterns and identify key areas of concern for Pastoral 

Leaders 

• To assist with the identification of students who will receive support in improving their attendance 

record. 

• To assist the Data Manager and check records prior to the Census to ensure school attendance is 

accurate and up to date. 

• To monitor the attendance of vulnerable groups of students and liaise with staff/SEND department. 

• To collate accurate information to assist with legal actions with regards to attendance cases 

• To produce termly reports for pastoral leads and other agencies as required. 

• To liaise with the safeguarding team regarding child protection concerns 

• To ensure that any information known i.e. exams, music trips, sporting events, work based learning 

appointments, absence reports etc to be input into the register in a timely manner and to keep Year 

Leaders and staff updated 

• To follow the Trust’s Attendance policy and send out correspondence as required. 

• To provide updates for staff on student attendance 



  

 

• To review attendance data held on student management information system ensuring attendance 

details are accurate and up-to-date. 

• To acquire and maintain a working knowledge of the statutory framework relating to school 

attendance, child employment, child protection and special needs 

• To undertake any other duties requested by the Deputy Headteacher 

Main Duties – First Aid 

• To work with students and parents/carers to ensure that Individual Healthcare Plans (IHPs) are kept up 

to date and detail the care needed in school 

• To administer medication to students as needed and detailed on their IHP 

• To maintain and administer the school’s supply of epi-pens and inhalers 

• To administer first aid throughout the school day 

 

Safeguarding 

Attend all safeguarding training as directed. 

Follow Trust procedures and report any concerns to the relevant Designated Safeguarding Lead 

 

Data Protection 

Ensure that legislation and Trust policies and procedures relating to confidentiality and data protection are 

adhered to. 

 

Special Factors  

This role may involve some traveling between schools within the Trust (and new ones that may join in the 

future). The reimbursement of travel costs to schools, other than the location of the central Trust office, will 

be as per the Trust’s travel policy. 

 

The post-holder will support the achievement of the Trust’s objectives by working proactively with 

colleagues on projects or activities outside their direct area of responsibility, as required.  

 

The post-holder is expected to familiarise themselves with and adhere to all relevant Trust and Policies and 

Procedures including Health and Safety and Data Protection requirements and to be aware of and assume 

the appropriate level of responsibility for safeguarding and promoting the welfare of children and to report 

any concerns in accordance with the Trust’s safeguarding policies. 

 

As this post meets the requirements in respect of exempted questions under the Rehabilitation of 

Offenders Act 1974, all applicants who are offered employment will be subject to an Enhanced Disclosure 

and Barring Service Check (DBS) before the appointment is confirmed. This will include details of ALL 

cautions, reprimands or final warnings as well as convictions, whether “spent” or “unspent”. Criminal 

convictions will only be taken into account when they are relevant to the post. 

 

This job description sets out the duties and responsibilities of the post at the time when it was drawn up. Such 

duties and responsibilities may vary from time to time without changing the general character of the duties or 

the level of responsibility entailed.  

   

The Trust seeks to promote the employment of disabled people and will make any adjustments considered 

reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled 

candidate.  



  

 

 

Person Specification – Attendance & Welfare Officer  

 
Attendance & Welfare Officer 

Grade E, points 13-22 

Criteria  Essential/ 

Desirable 

Qualifications and 

Experience 

Grade C or equivalent in English and Maths GCSE 

 

Successful experience of administrative work in a busy school 

environment or equivalent 

 

Experience of working in a school 

E 

 

E 

 

 

E 

Skills & Knowledge Good knowledge of Microsoft Office packages 

 

Ability to communicate confidently with a wide range of people at 

all levels, including students, parents, staff and outside agencies 

 

Excellent organisational skills 

 

Attention to detail and accuracy 

 

Ability to work effectively as part of a team and to use own initiative 

 

Ability to manage own workload and meet competing deadlines 

 

Knowledge of school MIS systems such as SIMS or Bromcom 

 

Knowledge of the statutory framework relating to school attendance 

 

First Aid qualification 

E 

 

E 

 

 

E 

 

E 

 

E 

 

E 

 

E 

 

E 

 

D 

Personal Qualities Resilient, able to work under pressure 

 

Ability to adapt to change 

 

Flexibility and a positive attitude 

 

Commitment to maintaining confidentiality at all times 

 

Willingness to commit to additional training and development 

 

Commitment to safeguarding and equality 

E 

 

E 

 

E 

 

E 

 

E 

 

E 
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