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JOB DESCRIPTION
Welfare and Attendance Officer

TITLE OF POST
Welfare and Attendance Officer

SALARY
Scale 5 – Point 12 – 16 £24,462 - £26,274 pro rata

RESPONSIBLE TO:
HEADTEACHER/PASTORAL MANAGER

EMPLOYMENT DUTIES 
This job description is to be performed having due regard to the school’s aims, ethos and policies.  The performance of these duties is under the reasonable direction of the Headteacher and will be subject to specified monitoring and evaluation procedures.

JOB PURPOSE
To check on pupil absences and punctuality and maintain records accordingly whilst contributing to raising standards of attendance and punctuality across the school.  To be responsible for the general health, safety and welfare of pupils and adults.  To take the lead in First Aid across the school. 

MAIN RESPONSIBILITIES
1) Pupil Attendance
· Check registers daily for absence and lateness
· Responsible for first day calling and maintain records – observing any patterns
· Contact parents/carers for reasons for absence and lateness where appropriate
· Maintain computer based pupil attendance records and produce regular attendance statistics using SIMs
· Provide information regarding attendance to other professionals e.g. class teachers/social workers, Governors
· To work on initiatives which raise the awareness of school staff, parents and the community on the importance of school attendance
· To liaise effectively with LBWF in respect of fines, school attendance panels and initiating court action.
2) Safeguarding
· Be part of the school’s safeguarding team
· Undertake appropriate safeguarding training
· Attend safeguarding related meetings as appropriate 
3) Welfare
· To provide prompt basic first aid and emergency/basic medical treatment for sick or injured children and adults.
· To arrange for children or adults to be taken to hospital whenever serious injury or illness is evident or suspected .  To accompany them and ensure appropriate supervision and safe return to school or home as appropriate.
· To contact parents or carers promptly in the event of an accident or medical emergency or when a child needs to be collected from school due to illness.
· To provide support for children’s personal hygiene needs in accordance with school policy.
· To talk to pupils about health and personal hygiene issues as required.
· To liaise with parents/carers and outside agencies to support children’s health and welfare.
· To ensure that the school complies with regulations regarding infectious or contagious diseases.
· To maintain accurate medical protocols and care plans for all children with medical needs and make these available to members of staff as required.
· To prepare for and assist with medical screening and immunisation programmes.
· To assist in maintaining order and a high standard of cleanliness in the medical room, reporting any deficiencies to Headteacher/line manager.
· To take responsibility for drugs and administer prescribed medicines to children in accordance with school policy and LA guidance ensuring that all medicines are within the date.
· To ensure that all medical registers are updated regularly
· To ensure that all photo boards and medical information is kept up to date and disseminated to staff as required
· To monitor the sugar levels of diabetic children in accordance with school policy and take any appropriate action.
· To ensure that all first aid boxes are stocked appropriately and kept within the date guidance.
· Ordering supplies for school trips in relation to First Aid.
· To ensure that yourself and all other first aiders are appropriately trained and qualifications are up to date.
4) General
· To follow the agreed School code of conduct as well as the policy and procedures for child protection and safeguarding
· To ensure compliance of Data Protection at all times
· Undertake such other tasks as may be required by the Headteacher which are considered to be commensurate with the job purpose and grading 

REVIEW
This job description is subject to annual review and may be amended by the Headteacher in discussion with the post holder
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