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Job Description
Job Title:			Attendance Assistant 
Grade:			OAT Grade 4 (Support Staff)
Responsible to:		Attendance Officer and Assistant Principal for Attendance
Liaison with: 	Senior Leadership Team, Heads of Year, Academic Coaches, SEND and Inclusion, Attendance and Behaviour Team, Support Staff, Parents/Carers and Students
Contracted Hours:		37 hours per week 
Working Weeks:		39 Weeks (Term time plus inset days)
Working Pattern:	Hours of work will be agreed in liaison with the line manager(s) to ensure the needs of the academy and role are met. 
Break Arrangements:	The post includes a 30-minute unpaid lunch break each working day. Breaks and lunch arrangements will be scheduled in accordance with operational requirements and applicable working time regulations.
Purpose: 	
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.
Key Tasks and Responsibilities:
	Support the Attendance Officer with attendance throughout the school, including
	Support the Attendance Officer with appropriate administration tasks when necessary.
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 absence calling and supporting the process through the sending of correspondence through letter using Microsoft applications or the Arbor System for messaging parents.
Ensure students who are on educational visits, sporting activities or other events outside of the Academy are recorded correctly.
Working proactively with staff, parents/carers, and external agencies to support students.
Assist in maintaining an effective record keeping system, which enables data to be retrieved and analysed in relation to attendance and any support given.

	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.
Assist the Attendance Officer in liaising with the Local Authority where it is necessary to refer families. 

	Additional Responsibilities
	Cover for other members of the Attendance Team during periods of short-term absence
Post holders may deal with sensitive material and should maintain confidentiality in all Academy matters
Undertake First Aid

	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 while 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 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.



This job description may be amended at any time following discussion between the Principal, Assistant Principal for Attendance, Human Resources Officer and the member of staff and may be reviewed annually.
All staff at the Academy are employed to support and promote our key vision: Create a safe place where all students can learn, thrive and achieve no matter their background.
All staff have a statutory responsibility for the safeguarding of children and the promotion of their welfare. This always means that, staff must consider what is in the best interests of our children and young people. 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 Level 1 Safeguarding and Prevent training.
· To report all causes for concern to the Designated Safeguarding Lead via CPOMS
· 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. Everyone, 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.

Person Specification and Selection Criteria 
	Qualifications & Training 

	A good general education to GCSE level or equivalent, including English
	Desirable

	Good standard of literacy and numeracy
	Essential

	First Aid Certificate
	Desirable

	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 and Business Insurance if own car
	Essential
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