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	Job Title
	Attendance Officer

	Band/Job Group 
	Grade 4 (£25979 - £27344)  Actual (£22,918.84 - £24123.05)

	Hours/Weeks
	37 hours (8.00 – 4.00 Monday to Thursday 8.00 – 3.30 Friday)

	Special Conditions
	Term time + 2 weeks (training days are included)

	School
	Wodensborough Ormiston Academy

	Responsible to

Responsible for
	Senior Leader for Attendance & Engagement

Attendance 



	Job Summary

	· To play a key role in improving attendance and reducing Persistent and Severe Absence.
· To collate data which will enable the Senior Leaders to identify/report on trends in attendance and Persistent Absence.
· To coordinate absence/attendance calls on a daily basis.
· To support in managing the workload of the EWO and pastoral staff in following up on absence.
· To monitor completion of registers and absence coding.
· To manage parental communication regarding attendance (newsletters, texts, social media and letters).
· To coordinate parent meetings regarding attendance.
· To work with the LA and OAT attendance team in ensuring that attendance rates improve.
· To support with Schools Attendance Support Service (SASS) referrals and to liaise with the local authority/CPS as appropriate.
· To attend and minute attendance monitoring group (AMG) meetings.
· To coordinate and update attendance notice boards.
· To support academy attendance procedures to ensure that official registers are accurately maintained and that attendance trends are effectively monitored and interventions put in place to ensure that attendance and Persistent and Severe Absence figures reach national targets.



	Responsibilities
1. Improve student attendance by identifying barriers to learning in order to achieve agreed academy attendance targets.
2. To work in collaboration with the SEND, Pastoral and We Care teams to ensure the academy have a co-ordinated approach to student absence.
3. To undertake training and development opportunities in relation to the role.
4. To liaise with relevant members of the SEND, Pastoral and We Care teams to discuss individual student’s attendance concerns.
5. To ensure positive attendance is a daily priority for all academy staff and to follow up non completion of accurate registers with SLT.
6. To ensure daily absence/attendance calls are completed in a timely manner (logged/recorded accurately).
7. To ensure parents are aware of the Leave of Absence during Term Time procedures and issue appropriate documents and keep accurate records.
8. To liaise with SEND, Pastoral and We Care teams to support students with attendance issues.
9. To engage with and foster positive relationships with identified pupils and families to ensure improved attendance.
10. To work with the SEND, Pastoral and We Care teams to ensure that attendance for students in receipt of Pupil Premium funding/Free School Meals improves.
11. To ensure that required administrative tasks are completed.
12. To liaise with the SEND, Pastoral and We Care teams re: attendance and Persistent Absence.
13. To liaise with the Raising Standards Manager/Data & Exams Team to follow up on attendance related to exams.
14. To provide administrative support/monitoring for whole school attendance initiatives/rewards.
15. To provide information to Tutors, SEND, Pastoral and We Care teams and SLT on a daily and weekly basis regarding pupil’s attendance and punctuality.
16. To maintain accurate and up to date records including minutes of meetings to support interventions in improving pupil attendance
17. To complete accurate referral forms supplying correct evidence for submission to the SASS for the consideration of legal action where appropriate
18. To ensure that home visits are made to pupils who are absent by the independent Education Welfare Officer.
19. To support/attend meetings with Education Welfare Officer to ensure that protocols for improving attendance are being maintained.
20. To liaise with the Lead Teacher for transition to gain relevant attendance information about the new incoming pupils to implement early intervention strategies to improve attendance.
21. To produce data relating to attendance patterns and report accordingly.
22. To keep up to date with current legislation involved in the improvement of attendance including registration of pupils.
23. To liaise with SEND, Pastoral and We Care teams to identify pupils that require additional interventions to improve attendance.
24. To participate in the Safeguarding meetings to ensure attendance issues are a priority
25. To liaise with the SEND, Pastoral and We Care teams to ensure all at risk pupils are identified as soon as possible and interventions put in place
26. To ensure text messages re unexplained absences are sent daily on the School Comms system after first day calling has been completed
27. To monitor lesson registers and report internal truancy to appropriate staff as soon as possible
28. To ensure external truancy is reported to parents and appropriate staff and safeguarding procedures are followed
29. To co-ordinate SLT attendance panels including issuing all relevant documentation
Safeguarding
30. To ensure that all students have a safe environment in which they can learn, reporting any concern about the environment to a member of the site team or if appropriate to one of the Designated Safeguarding Leaders/Persons.
31. To ensure students are safe in terms of attendance and make calls/home visits as/when appropriate – liaising directly with the Senior Leader for Attendance & Engagement.
32. To be aware of systems which support safeguarding and following the procedures as highlighted in the Safeguarding Policy.                                                                                     
33. To always consider what is in the best interests of the child. 
34. To protect students from maltreatment; preventing impairment of student’s health or development; ensuring that students grow up in circumstances consistent with the provision of safe and effective care 
35. To take action to enable all students to have the best outcomes. 

36. To undertake any training commensurate with the post
37. The Postholder must at all times carry out his/her responsibilities with due regard to Academy’s policy, organisation and arrangements for Health and Safety at Work.
38. This job description will be reviewed and updated periodically in order to ensure that it relates to the job performed or to incorporate any proposed changes. This procedure will be conducted by the Principal/Senior Leader for Attendance & Engagement in consultation with the Postholder. In these circumstances it will be the aim to reach agreement on reasonable changes, but if agreement is not possible management reserves the right to make changes to the job description following consultation.



Safeguarding
Our organisation is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
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PERSONNEL SPECIFICATION
	Job Title
	Attendance Manager

	Band/Job Group
	Grade 4

	Hours/Weeks
	37 hours term time + term time + 2 weeks (training days included)

	School
	Wodensborough Ormiston Academy

	Responsible to
	Assistant Principal/Vice Principal



	
Qualifications
	A minimum of a GCSE grade C in English and mathematics
A minimum of NVQ level 2 in administration or experience of working in a school setting.


	
Experience
	Relevant school based experience and/or local authority experience.
Experience of handling sensitive issues and information.
Working with parents/the general public.
Use of management information systems to include SIMS and other school based management information systems
Effective communication skills
Ability to prioritise own work load.

	
Training
	Willing to attend relevant training
Use of SIMS or other school based management information systems.
Willingness to extend own knowledge and skills through a programme of CPD.
Relevant safeguarding training (desirable)

	
Special Knowledge
	SIMS and other management information systems.
Intermediate to advanced knowledge of Microsoft Office (Word, Excel, Powerpoint etc.)

	
Circumstances
	Ability to work when the school is open/closed.
Flexibility of hours if needed.

	
Disposition
	Ability to use initiative
Self-motivated
Ability to work within a team
Approachable and confident
Able to handle difficult conversations
Ability to work under pressure

	
Practical and Intellectual Skills
	Good communication skills – written and verbal
High standard of presentation.
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