GENERIC JOB DESCRIPTION

POST TITLE:
Attendance Officer 
POST NO:


GRADE:
Grade 6
CONTRACTUAL 

ARRANGEMENTS:


ACCOUNTABLE TO:


PURPOSE OF THE JOB

To monitor and promote good student attendance levels throughout the school
key Accountabilities

1. To follow the school’s procedures for monitoring and recording absence/lateness and to contact parents to ascertain reasons for absence;
2. To ensure that detailed and accurate attendance and absence records are kept and that weekly reports for teaching staff/School Management Team are produced as required;
3. To process Leave of Absence applications and associated correspondence in accordance with the school’s policy and guidelines;
4. To compile evidence for applications to the Local Authority for Fixed Penalty Warning Letters;
5. To meet regularly with the Year Group leaders to discuss attendance problems within each year group and with the Education Welfare Officer to discuss students with unacceptable attendance levels;

6. To liaise with parents, Education Welfare, school nurse and other agencies as required to investigate attendance problems and to improve attendance rates;
7. To collate and prepare attendance reports and data for a variety of purposes as required, including information and statistics required by the Local Authority or central Government; 
8. To supervise the work of the Attendance Assistant, ensuring that he/she is appropriately trained, supported and developed;

9. To contribute to the annual review of the Attendance Policy and to make an active contribution to the school’s strategies for improving and rewarding good attendance.  

Supporting the school
At an appropriate level, according to the job role, grade and training received, all employees in the school are expected to:
1. Support the aims, values, mission and ethos of the school and participate in a team approach to all aspects of school life.

2. Attend and contribute to staff meetings and INSET days as required, and identify areas of personal practice and experience to develop.

3. Take appropriate responsibility for safeguarding and children’s welfare and be aware of confidential issues linked to home/child/teacher/school and keep confidences appropriately.  
4. Be aware of health and safety issues and act in accordance with the school’s Health and Safety Policy.
OTHER DUTIES
The post holder may be expected to carry out duties other than those given in the job description where the level of responsibility is similar and he/she has appropriate qualifications or receives appropriate training to carry out these duties.
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