The Astley Cooper School
Job Description


Job Title: 		Attendance Administrator 
		
Responsible to: 	Assistant Headteacher

	
This job description should be read in conjunction with the current version of the Hertfordshire Pay and Conditions document and the expectations of the school’s support staff standards, skills and behaviours. 
	
The main purpose of this role is to ensure that student attendance is recorded accurately and that there are efficient and effective systems and procedures in place to deal with absence, truancy and other attendance issues.
 
To carry out this role effectively you need to be aware of, and support, the fundamental philosophy and aims and objectives of the school, and to be instrumental in creating an ethos which facilitates the effective education of every student and ensures that they make expected levels of progress.
 
Your key accountabilities as Attendance Administrator are:

· Maintain accurate and up-to-date attendance records, analysing data to produce reports for Heads of Year, the Safeguarding Team and other relevant stakeholders
· [bookmark: _GoBack]Promote high levels of attendance through the coordination of attendance communications, including assembly materials and reward initiatives
· Ensure that regular welfare checks are carried out in line with safeguarding policies and statutory guidance
· Develop and sustain positive relationships with students and their families where attendance presents a barrier to achievement, with particular focus on persistently absent students
· Lead targeted intervention for students with attendance below 50%, and provide strategic support to Heads of Year for students with attendance between 50% and 90%
· Monitor and track attendance of key student groups, including vulnerable cohorts, in accordance with Department for Education (DfE) guidance
· Manage the issuing of Fixed Penalty Notices (FPNs) for persistent unauthorised absence, in line with Local Authority and DfE regulations
· Undertake home visits, where appropriate, accompanied by another member of staff, to support attendance improvement
· Prepare and issue attendance-related correspondence to parents and carers in accordance with the school’s attendance procedures
· Lead and coordinate the 10-day proactive attendance process, ensuring early identification of concerns, timely intervention and the removal of barriers to attendance

The key accountabilities of the post outline the main areas of the role; they are not a comprehensive list of tasks to be undertaken.  

This job description may be varied from time to time in response to specific needs within the school and at the direction of the Headteacher.  


