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City of London Academies Trust  
Job Description
Post: 				ATTENDANCE & WELFARE OFFICER
Accountable to: 		Education Welfare Officer
Grade/Point range: 		Local Government Pay Scale, Grade 5 scp 12 - 15
Salary: 				£34,359 - £35,892 FTE; Actual £30,045 - £31,385 (2025/6)
Working pattern: 		Full time, 35 hours per week, Term Time only
Location: 			The City Academy Hackney 
Disclosure level: 		Enhanced 

Main Purpose
To work with the Education Welfare Officer to improve student attendance, promote wellbeing, and support safeguarding by working closely with students, families, and staff to remove barriers to learning.

Key Accountabilities 

Attendance Management
Support the Education Welfare Officer to: 
· Input and monitor daily attendance and punctuality using Bromcom or other MIS.
· Daily tracking of registers to ensure accurate record-keeping.
· Identify patterns of absence (persistent absence, lateness). 
· Follow up on unexplained absences (calls, texts, home visits if required).
· Work with families to improve attendance and engagement.
· Issue warning letters and support legal processes where necessary.
· Liaise with the Local Authority on attendance concerns. 
· Maintain accurate attendance and welfare records.
· Produce attendance reports for senior leadership.
· Track impact of interventions and support strategies.
· Help meet government attendance targets and expectations.

Student Welfare 
· Liaise with Faculty of Learning staff to co-ordinate medical care plans and the daily administration of medication where required. 
· Keep accurate up to date records of student medication and oversee the maintenance and security of the medication cupboard.
· Build positive relationships with students and families, particularly those with additional medical needs. 
· Meet with parents/carers to discuss attendance and wellbeing concerns where appropriate
· Contribute to a positive school culture around attendance and wellbeing.



Key Organisational Objectives
The post holder will contribute to the Academy’s objectives in service delivery by: 
· Following Health and Safety requirements and initiatives as directed. 
· Ensuring compliance with Data Protection legislation. 
· At all times operating within the school’s equalities policies. 
· Commitment and contribution to improving standards for students as appropriate 
· Adopting Customer Care and Quality initiatives. 
· Contributing to the maintenance of a caring and stimulating environment for young people. 
At all times the post holder must adhere to professional business standards of dress, courtesy and efficiency in line with the ethos and specialism of the Academy. 

First Aid
It is a responsibility of all staff at The City Academy Hackney to be aware of and supportive of First Aid requirements for pupils and staff on site, and on any trips or visits. There is an expectation in many support staff roles that participation in a managed First Aid Duty Rota will be required.  In these instances a small annual allowance and full training will be given.

Safeguarding Children 
COLAT is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks. 
The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment. The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed. 
The person undertaking this role is expected to work within the policies, ethos and aims of the Trust and to carry out such other duties as may reasonably be assigned. The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant functions are fulfilled through direct dialogue with employees, contractors and community members.  
English Duty 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak fluent spoken English is an essential requirement for this role.
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City of London Academies Trust  
Person Specification 
Our Values and Vision 
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide high-quality education for students and pioneer educational innovation. We are driven by the ambition to provide world-class experiences and deliver exceptional educational outcomes for the young people we serve.  
All City of London schools and academies draw upon the traditions, institutions, heritage and historical successes of London to furnish each of their diverse communities with life-transforming learning experiences. In doing so, we believe that the young people we serve develop into successful, compassionate young adults, who make a positive contribution to their local, national and global communities.  
Our schools are characterised by a common understanding of what makes outstanding schools, based on five key principles which are known as our 'Foundations of Excellence'. 
Our Staff 
Our staff have high expectations, are consistent and driven to provide the best teaching and opportunities for our students. Teachers work in a well-disciplined environment where they are able to teach creative and engaging lessons, and all staff are given exciting opportunities to develop and learn from exceptional practitioners. 
Equal Opportunities 
The post holder will be expected to carry out all duties in the context of and in compliance with the academy Equalities policies.
  
	
	Essential
	Desirable

	Qualifications

	Education to degree level, or equivalent
	     
	✓

	Experience, Skills and Knowledge

	Knowledge of attendance and safeguarding legislation 
	✓
	

	Proficiency in Excel and MIS systems
	✓
	

	Ability to handle confidential information
	✓
	

	Ability to handle sensitive situations with empathy and professionalism
	✓
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	Strong organisational and record keeping skills
	✓
	

	Excellent interpersonal skills
	✓
	

	Ability to develop good relations with staff, students, parents and the wider community
	✓
	

	Personal Qualities

	Excellent communication skills, both written and verbal with the ability to relay information accurately and sensitively
	✓
	

	Ability to build and maintain good working relationships with a variety of external customers, including agencies and statutory bodies 
	✓
	

	Ability to work hard under pressure while maintaining a positive, professional attitude 
	✓
	

	Ability to prioritise work effectively and ensure deadlines and targets are met 
	✓
	




	Good attention to detail  
	✓
	

	Ability to work collaboratively, motivate others, and be proactive and solution-focused
	✓
	

	Other

	Commitment to safeguarding and promoting the welfare of children and young people 
	✓
	

	Motivation to work with children and young people 
	✓
	

	Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	✓
	

	Willingness to undergo appropriate checks, including enhanced DBS Checks
	✓
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