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	Attendance Support Worker 

	Red Kite Learning Trust is committed to safeguarding and promoting the welfare of children and expects all colleagues and volunteers to share this commitment. Appointments will be subject to an advanced DBS disclosure.
Red Kite Learning Trust is an equal opportunities employer and welcomes applications from people of all backgrounds. We are committed to building a diverse workforce that reflects the communities we serve and to fostering a positive, inclusive culture that promotes equality, colleague wellbeing and professional development.

	Role Summary

	Working within Pastoral Services with a primary focus on daily student attendance administration and routines. The role involves the accurate and timely recording of attendance through interaction with parents, staff and students. You will also manage and respond to attendance data, producing reports and statistical information as required. This is a very important role in achieving our ambitious aim of 97 per cent attendance across the school. The role will also include general administration and assistance with other duties at times of high workload. 
Flexible Working: Red Kite Learning Trust recognises the importance of achieving a healthy work-life balance and is committed to supporting flexible working where possible. We welcome conversations about flexible working arrangements throughout the recruitment process. While the requirements of individual roles and service needs will be considered, requests will be reviewed fairly and on an individual basis to support both colleagues and our Trust.

	Role Profile

	
Attendance Policy and Procedures
· To support the implementation of the school's Attendance Policy and procedures, promoting excellent attendance and punctuality for all students. 
· To monitor, evaluate and review attendance administration procedures, identifying opportunities to improve efficiency, accuracy and effectiveness. 
Attendance Administration and Records
· To undertake all daily and periodic attendance administration routines using Arbor, ensuring attendance records are accurate, up to date and compliant with school and statutory requirements. 
· To monitor and maintain attendance records for students accessing alternative provision, ensuring attendance information is obtained, recorded and reported appropriately. 
· To issue attendance letters, notifications and other communications to parents/carers in accordance with school and local authority procedures. 
· To maintain confidentiality and process attendance information in accordance with data protection requirements. 
Attendance Monitoring and Support
· To work closely with pastoral staff, form tutors and curriculum teams to monitor lesson attendance, daily attendance and punctuality, escalating concerns in line with school procedures. 
· To support the Attendance Lead and pastoral teams by providing accurate attendance information and data to inform interventions and student support strategies. 
· To provide administrative support for attendance monitoring, attendance meetings and attendance-related casework. 

Communication and Liaison
· To promote timely, effective and professional communication with staff, students, parents/carers, external agencies and other stakeholders regarding attendance matters. 
· To liaise with students, parents/carers and external agencies regarding attendance matters, providing information and directing enquiries to the appropriate staff where required. 
Team and Operational Support
· To cover agreed duties of attendance and administrative colleagues during periods of high workload, annual leave or absence, ensuring continuity of service and effective attendance management.
Trust-wide Responsibilities
· Contribute to the mission, values and goals of Red Kite Learning Trust
· Comply with all Trust policies and procedures, including safeguarding, health and safety, confidentiality and data protection
· Attend and participate in relevant Trust meetings and activities
· Ensure safeguarding procedures are followed and applied effectively at all times

The role holder must demonstrate a flexible approach to the role and may be required to undertake duties not specifically identified in this profile, provided they are consistent with the general scope, grade and responsibilities of the post.


	 People Profile

	[bookmark: _Hlk78541355]Qualifications, Knowledge and Experience

	Essential

	GCSE Level Education, Grade C or above (Maths, English)

	Experience of providing effective administrative and organisation systems including record keeping and data inputting

	Experience producing reports and using databases

	Competent ability in ICT, able to demonstrate high-level skills and working knowledge of school systems

	Understanding of safeguarding responsibilities within a school environment and the importance of reporting concerns appropriately

	Appropriate Knowledge of First Aid or willing to undertake training

	Desirable

	Experience of administering attendance within a school environment

	Understanding of educational issues and initiatives

	Personal Attributes 

	Essential

	Effective written and oral communication and organisation skills

	Ability to maintain confidentiality and handle sensitive information appropriately

	Ability to deal sensitively and professionally with challenging situations and conversations

	Able to communicate effectively with staff, students, parents/carers

	Ability to develop positive relationships with a wide range of young people

	Good attention to detail and work to high levels of accuracy

	Ability to work under pressure and to meet deadlines

	Ability to investigate, evaluate, solve problems and make decisions

	Able to use own initiative and encourage positive attendance and punctuality

	Ability to work flexibly and collaboratively as part of a team as well as on own

	Ability to demonstrate a commitment to equality of opportunity for all pupils

	Ability to contribute to wider school life

	Willingness to proactively take part in training. Take responsibility for and be keen to improve upon own professional development

	Commitment to Safeguarding and Promoting the Welfare of Children and Young People

	Essential

	An appropriate motivation to work with children and young people

	Ability to maintain appropriate relationships and personal boundaries with children and young people

	Emotional resilience in working with challenging behaviours and appropriate attitudes to the use of authority and maintaining discipline





[image: ]
image1.jpeg
Wy v

(- 4

LEARNING TRUST




image2.png
N
Af Learning Trust Alliance Teacher Training Teaching School Hub

==

==




