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Post:				Assistant Attendance Officer
Grade:			NJC Point 7-11
Responsible to:		Attendance Officer & Assistant Principal
Hours	:			37 hours per week, term time only plus 5 inset days
Purpose of the Post: 	To assist the role of the Attendance Officer and provide challenge and support to families in line with the Academy attendance strategy.	
Duties and Responsibilities

Attendance

To assist the Attendance Officer in monitoring and challenging student absences from school.

Follow up on student absences and lateness by telephone or other means, on a daily basis with guidance from relevant colleagues, making appropriate referrals.  

To use data systems to identify vulnerable groups and provide challenge and support as necessary issuing Pre-Notice to Improve documentation when appropriate.

Be an active presence in the local school community through daily school bus pick ups and home visits to students and parents/carers as appropriate. 

To assist in the initiation and follow through of appropriate sanctions in liaison with the Attendance Officer including fixed penalty notices and court action.

Liaise with outside agencies, parents/carers, social services, other schools and/or organisations in relation to information on student attendance and punctuality.

To be responsible for communication with parents/carers via Arbor/Synergy and send out daily communications related to attendance matters.

To support any new strategies employed by senior staff to help improve attendance.

To support with the daily administration of attendance via Arbor. Ensuring student attendance records are accurate.

To raise any safeguarding concerns via CPOMS.

Resources

To operate office equipment as required.

Other

To assist the attendance officer with any additional attendance tasks when not engaged in any of the attendance duties including administration, letter generation and filing.

Any other duties commensurate with the post.

Academy Wide Responsibilities

To participate in all aspects of training and development.

To comply with the Academies Health and Safety Policy and associated safe working procedures and guidelines.

To comply with the Academies Comprehensive Equality Policy and ensure that it is implemented within the service area of the post.

To comply with the Academies Data Protection Policy and Code of Practice within the service area of the post.

Undertaking other duties and responsibilities at the reasonable request of the Principal 


This post is subject to a satisfactory Disclosure & Barring Service (DBS) Enhanced Disclosure Certificate.

The details contained within this job description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the job may change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the Academy will expect to revise this job description from time to time and will consult the post holder/s at the appropriate time.
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