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	J O B    D E S C R I P T I O N



	Post Title:
	Attendance and Welfare Officer

	Accountable to:
	Safeguarding Lead

	Pay Scale:
	4B



MAIN PURPOSE OF THE JOB	
To support the aims and objectives of the school and work with the Attendance and Year Teams to ensure that students make outstanding progress by removing barriers to attendance and learning. 

Take responsibility for ensuring the accuracy of attendance data throughout the day, challenging discrepancies and contributing towards the safeguarding of our students. 

The post holder will maintain a high profile in and around school during the day to ensure outstanding standards and our TORCH values are being met amongst staff and students.

The post holder will have specific responsibility for:
· Ensuring attendance has a high profile within Bridlington School and the local community.
· Quality assure the accuracy of registration marks ensuring the correct code is allocated by providing a high level of critically supportive challenge to all stakeholders.
· To take an active part in producing effective data including; progress reports, daily records, referrals to external agencies, admissions and in year transfers.
· Develop relationships with students and parents of students who are at risk of high absence, having a range of strategies and plans to help suit the needs of the students.
· Play an active role in supporting the punctuality policy and procedures within school, including monitoring and running late reports and detention reports.
· Liaise with parents/carers, school staff, external agencies inc. EWS to promote excellent attendance/punctuality and remove barriers.
· Work in partnership with partner primary schools during transition to ensure a joined-up approach to supporting excellent school attendance.
· Implement the Anti-Bullying policy.
· Complete admin tasks related to in-year transfers.
· Support the Head of Year to implement the school’s Uniform and Equipment policies for identified cohort, including
· checking uniform/equipment of designated students daily; 
· taking appropriate action, according to the policy, to respond to students out of uniform/without the correct equipment.

General Duties and Responsibilities:
· Take an active role in the safeguarding of young people.  As a member of the safeguarding team go above and beyond in this role to ensure student safety at all times.
· Other relevant administrative tasks commensurate with the role 
· Support First Aid when required 

Other:
Bridlington School high expectations of all its employees to ensure that they provide a professional service to our young people and the community of Bridlington and beyond.
 
Appraisal Targets will be aspirational and set on an annual basis in discussion with the Line Manager.

This Job Description is intended to highlight the main responsibilities and expectations for the post holder and is not the entirety of what a member of staff may reasonably be required to complete in line with the priorities of the organisation. Neither is it intended to highlight the amount of time which should be spent on each task.

As a member of staff of Bridlington School:
· Role model appropriate behaviours within a professional environment including conduct, communication and personal appearance
· Demonstrate a commitment to Positive Discipline
· Role model high levels of literacy and numeracy including modelling appropriate language
· Have high expectations of students
· Aspire to develop your professional skills and qualifications
· Use all forms of social media appropriately
· Take responsibility for the reputational management of the school
· Contribute to systems of evaluation and performance of the organisation positively

Your duties may involve access to information of a confidential and sensitive nature which may be covered by the General Data Protection Regulation (GDPR). All employees will be expected to comply with the GDPR when handling any personal data. Confidentiality must be maintained at all times.  In addition to the above the post holder must be committed to safeguarding and promoting the welfare of children and young people.

This Job Description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.  In addition, you may be expected to take part in any other reasonable duties which may be required

	Employee signature:
	

	Print Name:
	

	Date:
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