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Job Description
Attendance Assistant 
Line Management: 	Reporting to the Principal.
Salary: OAT Grade 4 (NJC Points 11-14)
Hours: 30 hours per week – Term Time Plus Development days (39 working weeks).
Hours of work will be decided in liaison with the line manager(s) to ensure the needs of the academy and role are met. 
Responsible to: Attendance Officer 

The Role: The overall purpose of the role is to work alongside the Attendance Officer and key school staff in school to promote excellent attendance, reduce levels of absence and work with children and families to promote high levels of attendance.  

Joint National Conditions of service for local government are applicable to the post. This job description may be amended at any time following discussion between the Principal and member of staff, and may be reviewed annually.
All staff at the Academy are employed to support and promote our key aim: To enable the children who join us to leave as happy, healthy, well-adjusted young adults, who are well-prepared to take the next steps in their education and careers.
All staff are required to support, model and, where appropriate, teach or promote, the Trust’s core values:
· Anyone can excel
· Enjoy the challenge
· Share what is best
· Be inclusive
All staff have a statutory responsibility for the safeguarding of children and the promotion of their welfare. This means that at all times, staff must consider what is in the best interests of our children and young people. In order to fulfil this responsibility effectively, all staff are required to:

· Ensure that they are aware of the Academy policy and procedures for child protection and safeguarding.
· To become aware, by attendance at relevant training, of the signs and symptoms of abuse.
· To attend annual refresher training as required and to have completed the online Level 2 Safeguarding and Prevent training.
· To report all causes for concern to the Designated Safeguarding Lead
· To ensure the safety of all students in the school learning environment both indoor and outdoor.
· To carry out or contribute to risk assessments as required.

All staff are required to adhere to the spirit and letter of the Academy’s Equality Policy, to respect all aspects of diversity, to ensure no conscious discrimination and to challenge potential unconscious discrimination on the grounds of any protected characteristics.

All staff are part of a wider academy team. Each individual, therefore, is required to support the values/ethos of the academy and the academy priorities as defined in the Academy Improvement Plan. This will mean being responsive to the needs of colleagues, parents and students and being flexible in a demanding environment. On occasions the post holder may be expected to carry out reasonable duties or roles or additional tasks, as requested by the Principal and Governors, which are not specifically detailed in this job description.
All staff in the academy work subject to statute and academy policies and procedures. The post holder will be expected to become familiar with these and work in accordance with them and to notify their line manager in writing if they require additional training or support.
Due to the nature of this job, it will be necessary for an enhanced disclosure and barred list check to be undertaken. It is essential that post holders disclose whether they have any pending charges, convictions, bind-overs or cautions and if so, for which offences. Any failure to disclose such convictions will result in dismissal or disciplinary action by the academy.

Key Tasks and Responsibilities

Support the Attendance Officer with attendance throughout the school, including: 
· Ensuring that registers are taken accurately and promptly each lesson and taking any necessary follow up action on any authorised marks with a quick investigation and correction as appropriate. 
· Liaising and co-ordinating first day calling and supporting the process for penalties, fines, and court process. 
· Working proactively with staff, parents/carers, and external agencies to support students.





Assisting in positive attendance measures  
· Encourage and help maintain high punctuality standards by accurately recording late data and being proactive with deterrents including proactively organising late detentions.
· Work collaboratively with the Attendance Officer to proactively help remove obstacles to attendance and to have a positive impact upon cases of poor attendance.
· Help raise general awareness of the importance of good attendance and the impact this has on positive outcomes for students.
· Support the Attendance Officer by attending meetings with parents/carers to encourage and support students who are struggling with their poor attendance.
· Work collaboratively with colleagues across the school with the aim to improve the attendance of students, including attending meetings with Pastoral Staff.
· Participate in home visits, as required, to encourage better attendance by our students.
· Assist the Attendance Officer in liaising with the Local Authority where it is necessary to refer families.

Administrative support
· Support the Attendance Officer with appropriate administration tasks when necessary.
· Assist in maintaining an effective record keeping system, which enables data to be retrieved and analysed in relation to attendance and any support given.
Other considerations
· Be aware of promote and comply with policies and procedures relating to safeguarding, child protection, health, safety, security, confidentiality and data protection, reporting all concerns to an appropriate person. 
· Be aware of, and support, differences and ensure equal opportunities for all. 
· Maintain confidentiality of information acquired in the course of undertaking duties. 
· Ensure that work is completed in compliance with relevant legislation and procedures relating to this role. 
· Ensure GDPR principles are embedded in normal working practices.  
· Post holders may be required to work flexibly in order to meet the business needs.
· All staff are required to partake in performance management and training activities.  
· The above list is not exclusive or exhaustive, and the school may require the post holder to undertake duties commensurate with the level of the role. As part of your wider duties and responsibilities, you are required to promote and actively support the Academy’s responsibilities towards safeguarding.  
· The Trust expect that employees deal with people politely and tactfully, communicating with colleagues both formally and informally, modelling the Academy’s Code of Conduct and the equality policy objectives.

Flexibility Clause
As a term of your employment you may reasonably be expected to perform duties of a similar or related nature to those outlined in the job description.

Variation Clause
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/Manager 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.

Fluency in English
The post is covered by Part 7 of the immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role.



ATTENDANCE ASSISTANT - PERSON SPECIFICATION and SELECTION CRITERIA
	Qualifications & Training 

	5 good GCSEs including Maths & English Grades A-C or equivalent
	Desirable

	Good standard of literacy and numeracy
	Essential

	Knowledge, Skills & Abilities

	Strong ICT skills are required including competence in Word and Excel. Knowledge of Arbor would also be advantageous
	Essential 

	Experience of working with students to improve their attendance  
	Desirable

	Experience of working within a school environment  
	Desirable

	Experience in working within statutory/voluntary agencies dealing with children and families
	Desirable

	Good organisational and good time keeping skills
	Essential 

	Demonstrable awareness of legislation relating to school attendance
	Essential 

	Demonstrable awareness of legislation relating to the welfare and protection of children
	Essential 

	Effective communication with children, carers and other professionals
	Essential 

	Ability to deal with difficult situations
	Essential 

	Ability to work under pressure
	Essential 

	Personal Attributes 

	Ability to use own initiative
	Essential 

	Resourceful, patient and resilient
	Essential

	Ability to work in a team and alone
	Essential

	Excellent communication skills
	Essential 

	Ability to maintain a professional manner in challenging situations
	Essential 

	A friendly manner and good sense of humour
	Desirable

	Special Requirements of the Role 

	Show a commitment to safeguarding and promoting the welfare of children and young people 
	Essential 

	Visiting families in their homes is a regular requirement of this post
	Essential

	Full driving licence
	Essential



image1.jpg
COWGEGS

ENTERPRISE COLLEGE (‘

Clucnte foo e




