


JOB DESCRIPTION

Job Title:				Attendance Officer

Responsible to:			Office Manager

Responsible for:			Whole School Attendance

Grade/Pay Range			Scale 5 Point 22- 25

Hours:				8.30am – 2.30pm 
12.00pm – 12.30pm Lunch break
45.6 weeks per annum 

Responsible to:	

The post sits within the Admin team and is line managed by the Office Manager. However the post holder will be required to work closely with the Headteacher overseeing attendance.  

Purpose of the Post:

· To work within the framework of the School’s Attendance Policy with key staff to reduce levels of unauthorised pupil absence and promote whole school attendance strategies to create a positive attendance and punctuality culture at Chase Lane Primary  School
· Administer the electronic attendance system 
· Provide school attendance and punctuality data to the Headteacher, Governors and Local Authority 
· Provide administrative/word processing support including typing of 60 wpm (minimum)
· To contribute to the team approach of the effective running of the school office


Main Responsibilities

· Administer a daily attendance and punctuality check each morning and contact parents by phone if children are not in school
· Request, collect and maintain records of all medical evidence 
· Maintain weekly tracking system and use data to keep Senior staff updated on pupil progress  
· Communicate growing concerns to the Education Welfare Officer to initiate further action
· Liaise with Headteacher  about concerns they may have about poor attendance and punctuality 
· Make and maintain contacts with parents/carers of children causing concern and work together to put strategies into place to encourage parents of these children to improve attendance and punctuality
· Send regular letters home keeping parents informed of pupils attendance % 
· Issue awards and certificates for 100% attendance and best attender top tutor groups.  To attend assemblies also to distribute the Attendance Cup and Attendance Bear 
· Produce attendance reports for senior staff, governors and follow up unauthorised absences on a weekly basis 
· Produce 1/2 termly and termly reports - PA's, Governors report 
· Produce a weekly summary of attendance data for Headteacher and newsletter
· Administer all the necessary ICT administration, maintenance and report generation of the electronic attendance system
· Administer the First Day calling system
· Word processing relating to letters to parents, general typing and preparation of papers for School Governors 
· To uphold and comply with the statutory provision of the Health and Safety at Work Act 1974 and any other relevant legislation on School Policies and Procedures relating to Health and Safety at work
· To be flexible and work according to needs which may involve assisting other areas, which are commensurate with the grading of the post

Other Duties

· To provide administrative support to the Senior Leadership Team 
· Any other duties as may reasonably be expected within the grade of the post
· To maintain personal and professional development to meet the changing demands of the job 
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For Chase Lane School staff in general: 

1. To play a full part in the life of the school community, to support its distinctive vision and ethos and to lead staff and children in doing the same.

1. To actively support the school’s school improvement priorities.

1. To adhere to relevant staff policies and the staff professional code of conduct as developed collectively by staff.

1. To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate.

1. To always to perform duties in all elements of the role in a professional manner and with integrity, mindful of confidentiality as appropriate.

1. To provide cover for any member of the administration team in accordance with school priorities.

1. To manage both internal and external relationships, striving for excellence in stakeholder satisfaction and to adhere to a high challenge, low threat philosophy.

1. To work effectively and successfully in your team within the school.

1. To participate in continuing professional development opportunities as identified through appraisal and ensuring ability to fulfil the role effectively.

1. [bookmark: page4]To ensure confidentiality is respected and all issues are dealt with sensitively.

1. To be alert to issues of safeguarding and whistle blowing, as per school policies, ensuring that the welfare and safety of children attending the school is promoted and safeguarded and to report any child protection concerns using the appropriate procedures.


Name of post holder ..........................................................................................................


Signature ..............................................................................	Date …………………



