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Post: Attendance and Welfare Officer
Pay range: Scale 2, term time only
Hours: Full Time (7 hours per day, 8.00 am – 4pm, one hour unpaid lunch break), term time only
JOB DESCRIPTION

Line of responsibility:  Directly responsible to the Headteacher
Purpose of Role

Responsible under the direction or instruction of the senior staff to 
· To secure the beneficial and regular attendance of all students at the school (above 95%/PA above 90%), by supporting students and families and working closely with other agencies. 

· Where necessary carrying out the statutory duty of legal action, to maintain high student attendance levels, improve punctuality and reduce unauthorised absence at the school.
1. PERSONAL AND PROFESSIONAL CONDUCT
· Have regard to the need to safeguard students’ well-being, in accordance with statutory provisions

· Show tolerance of and respect for the rights of others

· Ensure that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law

· Have a proper and professional regard for the ethos, policies and practice of the school and maintain high standards in their own attendance and punctuality.
2. RESPONSIBLE FOR
· Liaison with families, staff and other agencies on attendance and welfare related issues. 

· The recording of attendance and absence marks daily and completion of all administrative duties commensurate with the role. 

· Monitoring and reporting on progress against attendance targets. 
· Compliance with statutory requirements under the Attendance code of Practice and DfE guidelines
3. KEY RESPONSIBILITIES
· To input the attendance and absence marks daily and complete all administrative duties commensurate with the role. 

· To carry out all first day absence calls. 

· To work with the appropriate agencies to carry out the statutory duty of legal action when all attempts to improve school attendance have failed. 

· To administer and monitor initiatives to improve attendance as required. For example, fast track, parenting contracts, parenting orders, penalty notices etc. 

· To provide information and advice to colleagues on individual casework. 

· To develop and support resources as identified in line with policy requirements. 

· To work in partnership with the Local Authority to support good attendance for all students.
· To comply with policies and procedures relating to child protection and safeguarding 

· To ensure the Children Missing Education procedure is followed by the school. 

· To contribute towards developing whole school strategies to improve attendance at the school. 

· To develop and organise attendance incentive schemes, which promote and celebrate achievements for individual students.

· To take responsibility for managing personal case-loads, and cases in relation to attendance. 

· To comply with any reasonable request from a manager to undertake other duties commensurate with the post. 

· To participate in professional and personal development programmes as required, including training and performance management review 

· To contribute to the overall ethos/work/aims of the school 

· To be aware of, and comply with Safeguarding, Health & Safety; Security; Confidentiality and Data Protection policies and procedures, reporting all concerns to an appropriate member of senior leadership team.
· To support the smooth function of the front office

· Fulfil receptionist duties

· Answer telephone calls, deal with enquiries, etc

· Respond to emails in timely manner
PERSON SPECIFICATION
1. QUALIFICATIONS

· GCSE 5 A* - C or equivalent including English and maths (E)

· Additional qualifications related to the post (D)
· NVQ 3 (or above) / degree (D)

2. EXPERIENCE, KNOWLEDGE AND SKILLS
· General clerical/administrative work (E)
· Experience of using Management Information System for attendance such as SIMs (E)
· Excellent verbal and written communication skills (E)
· Experience of convening meetings with parents (E)
· Good organisation and personal management skills (E)
· Enthusiasm and commitment to working with young people and their families (E)
· Possess a problem-solving approach to conflict (E)
· Effective report preparation and recording skills (E)
· Ability and enthusiasm to work jointly with team colleagues across a range of disciplines (E)
· Ability to prepare and present reports in a variety of settings e.g. court, child protection meetings (E)
· Experience of working in a school setting (D)

3. PERSONAL QUALITIES AND CHARACTERISTICS
· Commitment to own learning and development (E)
· Commitment to raising standards in attendance across the College (E)
· Commitment to promote school ethos and diversity (E)
· Honest and trustworthy (E)

· Flexible and adaptable (E)

· Proactive and approachable (E) 
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