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Job Description
Job Title: 		Attendance Officer 
Salary:                       Grade 4 (point 11 – 14)	
Responsible to: 	Assistant Principal: Behaviour & Welfare & VP: 


VISION AND PURPOSE
To be responsible for all aspects of Arbor attendance including the accuracy of entries, the smooth running of evacuation registration procedures, First Calling system and the publication of attendance information.
RESPONSIBLE FOR
· Work with Heads of Year, Pastoral Team and Education Welfare Officer through weekly meetings, to identify and implement strategies to target particular individuals
· To work with families and students through home visits and meetings, to reduce the absence levels of individual students
· Make regular and unannounced essential home visits
· Work with parents to help them understand and fulfil their responsibilities in relation to school attendance
· Assist in the development of a partnership between home and school
· To maintain accurate records of all action taken to address poor attendance and punctuality including home visits, interviews and phone calls  
· Responsible for devising/maintaining tracking system to log student attendance information and action plans
· Monitor and record the outcomes of planning with parents/students/school to improve attendance
· To prepare cases for prosecution in accordance with Local Authority guidelines by completing necessary paperwork and collating evidence
· Maintain accurate data including entering lates and reasons for absence reported by parents daily
· Identifying persistent absence and using systems and strategies to address individual students 
· Follow up unexplained absences identified by Form Tutors, Heads of Year or Pastoral Team
· Direct and provide training to teaching staff where necessary to ensure the accurate recording of data
· Responsible for devising and implementing systems to notify parents of below average attendance
· Responsible for devising and implementing systems and strategies to recognise good and improving attendance
· Prepare and interpret reports and data for the Governing Body and for meetings involving outside agencies
· Liaise with the Principal in the managing and monitoring of term-time holiday/leave requests
· Maintain electronic casework records and paper files relating to attendance and Education Welfare
· Assist in the monitoring of post registration truancy
· Liaise with IT Department through regular meetings to ensure that all technical and administrative needs are met to ensure the effective and efficient running of the Attendance Department
The post holder must at all times carry out his/her responsibilities with due regard to the Academy's policy, organisation and arrangements for Health and Safety at Work.
Performance development
Participating in the Academy’s arrangements for performance development, professional development and the Academy’s arrangements for quality assurance and internal verification.
General responsibilities
To undertake such other duties appropriate to the grade of the post as the Principal may from time to time reasonably determine.
CONTEXT
All staff are part of a whole Academy team.  Each individual is required to support the values and ethos of the Academy and Academy priorities as defined in the Academy Improvement Plan.  This will mean focusing on the needs of colleagues, parents and students and being flexible in a busy environment.
Due to the nature of this job, it will be necessary for the appropriate level of Disclosure & Barring Service check to be undertaken. This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  Therefore, post holders are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act, and any failure to disclose such convictions will result in dismissal or disciplinary action by the Academy.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this post.
Signature:	………………………………………………………………..
Print Name:	………………………………………………………………..
Date:		………………………………………………………………..
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