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	JOB DESCRIPTION

	Post Title:
	ATTENDANCE ASSISTANT

	Purpose:
	· To monitor attendance and support parents and students with any issues to reduce persistent absence.   
· To ensure the attendance data is up to date, coding all absences and producing reports for Heads of Year and Senior Management as requested.
· To monitor the school attendance line.


	Reporting to:
	· Attendance Officer

	Working Time:
	· Full time.

	Salary/Grade:
	· Grade 4

	Disclosure level
	· Enhanced

	MAIN (CORE) DUTIES

	


	Planning 

· Identify key groups of pupils who need support to raise their attendance.
· To work with the safeguarding team to identify those pupils at risk who need to be immediately safeguarded each morning by checking their attendance and taking relevant action if they are not in school
· To work with the Attendance officer to plan and prepare a programme of intervention with our persistently absent students.
· Develop and prepare a programme of intervention to work with those students whose attendance falls below the National average and improve the attendance of this key group. 
· To ensure that those pupils who are unable to access school due to ill health (or other circumstances) receive appropriate support at home in terms of access to educational materials.
· Contribute to the planning of opportunities for pupils to learn in out-of-school contexts in line with school policies and procedures.

Reporting 

· To produce reports on attendance for senior management, Heads of Year & Form Tutors
· To work with the Attendance Officer to produce a weekly report for the Senior Assistant Principal on current legal actions and attendance fines.  This report should highlight any particularly successful strategies
· Use behaviour management strategies, in line with the school’s policy and procedures, to contribute to a purposeful learning environment and encourage pupils to interact, work co-operatively with others and attend school

· Support the role of parents in pupils’ learning and contribute to/lead meetings with parents to provide constructive feedback on pupil progress, achievement and behaviour, maintaining sensitivity and confidentiality at all times. 

Monitoring and Assessment 

· With the attendance officer evaluate the strategies used by using data
· Assess pupils’ responses to attendance strategies and where appropriate, modify methods to meet individual and/or group needs. 

· Assist in the maintenance of accurate registers to ensure the validity of any data received.

· Support the teaching staff with reporting pupils’ attendance and punctuality at parents meetings which are usually held outside school hours. 

Mentoring, Supervision and Development 


· Assist teachers in offering mentoring support to students and families who have poor attendance. 


· Contribute to the overall ethos, work, aims of the school by attending relevant meetings and contributing to the development of policies and procedures within the school. Also participate in staff meetings and training days/events as requested. 



Behavioural and Pastoral 

· Recognise and challenge any incidents of racism, bullying, harassment, victimisation and any form of abuse of equal opportunities, ensuring compliance with relevant school policies and procedures and making sure the individual/s involved understand it is unacceptable. 

· Understand and implement school child protection procedures and comply with legal responsibilities. 

· Assist in maintaining good discipline of pupils throughout the school and escort and supervise pupils on planned visits and journeys. 

· Provide support and assistance for children’s pastoral needs, for example, dressing, caring for sick, injured or distressed children. 

· Foster and maintain constructive and supportive relationships with parents/carers, exchanging appropriate information, facilitating their support for their child’s attendance, access and learning, and supporting home to school and community links. 

· Supervise pupils in the playground and plan and organise play time activities. 

· Assist teachers by receiving instructions directly form professional or specialist support staff involved in the children’s education. These may include social workers, health visitors, language support staff, speech therapists, educational psychologists, and physiotherapists. 

Other 

· Any other duties required by the Attendance Officer, Vice Principal or Principal, which is within the scope of this post. 
· To work within and encourage the school’s Equal Opportunity policy and contribute to diversity policies and programmes in relation to discriminatory behaviour. 
· To promote the safeguarding of children 
· To carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation. 
· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner 
· To undertake other duties appropriate to the post that may reasonably be required from time to time 
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	· This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.





Signed………………………..                Date………………………..




This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  A Disclosure and Barring Service (DBS) will be required prior to appointment. This Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All duties and responsibilities must be carried out with due regard to the Romero Catholic Academy’s Health and Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Romero Catholic Academy’s Equal Opportunities Policy.  Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 1998)











































PERSON SPECIFICATION

	
	Essential
	Desirable
	Evidence

	Qualifications/Education:
	
	
	

	4 GCSE'S or equivalent Grade A-C or equivalent to include English & Maths
	
	
	

	Knowledge, Skills & Experience: 
	
	
	

	Understanding of the distinctive nature of a faith school
	
	
	

	Working within a school environment.
	
	
	

	Working successfully and  cooperating as a member of a team.
	
	
	

	Experience of using a complex data base and producing reports
	
	
	

	Experience of working around children/young persons, preferably in a school setting.
	
	
	

	Knowledge and understanding of  attendance strategies 
	
	
	

	Understanding of statutory requirements concerning safeguarding, including Child Protection, Equal Opportunities and Health and Safety.
	
	
	

	Willing to undertake training to fulfil the needs of the role and   support the school and academy.
	
	
	

	Willing to undertake first aid training
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