Post Description – Attendance Officer

	Post Title:
	Attendance Officer
 
	Post Holder
	

	Learning Community:
	Learner Services
	Reporting to:
	Head of Learner Services

	Liaising with: 
	SLT; Learner Services Team 


	Line Managing:
	Not Applicable

	Post Type: 
	Permanent / 38 weeks plus inset week
	Salary/Grade: 
	Band 5 – Scale 19 - 22  pro rata

	Safer Recruitment Statement

	We are committed to safeguarding and promoting the welfare of children and young people and we expect all staff and volunteers to share this commitment. This post requires Enhanced Disclosure (DBS).

	Every member of staff is required to:

	· Work towards and promote the vision of the school

· Support and contribute to the achievement of the School Improvement Plan
· Support and contribute to the schools responsibility for safeguarding students

· Undertake professional development activities to enhance personal development and post-performance

· To maintain high personal professional standards of attendance, punctuality, appearance, conduct and positive relations with students, parents and staff



	Role and Responsibilities: 

	A. In contributing to the Learner Services team: 
· Professional Behaviours Demonstrate professional behaviours appropriate to your role. This includes sustained support and promotion of the school’s philosophy, culture, ethos and climate for learning, demonstrating both integrity and corporate responsibility within and beyond the learning organisation in relation to policies and decisions. 

· Policy Contribute to the development of the policies within the Learner Services team. 

B. In supporting learning you should: 
· Climate for learning Ensure that policies in relation to effective learning are successfully implemented to ensure a secure effective learning environment is maintained. 

· Standards Lead by example in setting and maintaining high standards, expectations and aspirations for students ensuring that they are treated with dignity and respect, that they receive appropriate guidance, support and recognition. 

· Supporting Behaviour for Learning Ensure students show effective Behaviours for Learning.
C. Professional Standards
· To be professional, friendly and respectful towards all colleagues, and to address any concerns through proper channels

· To be professional, friendly, fair and firm with students, demonstrating the sort of politeness and respectfulness that we wish them to emulate

· To be friendly, helpful and welcoming to parents and members of the wider community visiting or making contact with the learning organisation

· To provide a good role model for students
· To develop a relationship with students which is professional, firm, fair, caring and friendly, and based upon mutual respect

· Using the Behaviour for Learning Policy, to deal with student behaviour in a manner which is appropriate to the context

· To deal with students in a manner which conveys mutual respect

· Not to behave towards students in a manner which is aggressive, intimidating, or demeaning in any way                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
D. Accountability 
· In the first instance you are accountable to the Head of Learner Services for the above role and for any additional specified responsibilities. 



	Specific Responsibilities:

	A. Main responsibilities: 

· Monitor the overall attendance and punctuality for the learning organisation

· Develop and implement an attendance plan for the learning organisation

· Deliver one-to-one and small group sessions to improve attendance and punctuality

· Ensure regular home visits are made where there are attendance and punctuality issues

· Develop attendance timetables to support personalised learning 

· Liaise with external providers and agencies with regards to attendance and punctuality

· Develop restorative practice procedures within the learning organisation, particularly with reference to mediation between parents/families and behavioural issues

· Work with the Head of Learner Services and Transition Officer on the Transition plan with primaries to ensure that those students with attendance concerns are highlighted and the necessary support put into place

· Liaise with the Head of Learner Services and attend behaviour and attendance panels

B. Specific duties within the Learner Services team:

· Establish intervention strategies which include students’ own strengths, areas for development

· Hold assemblies to highlight to students the importance of attendance and punctuality 

· Design and implement individualised learning programmes for students who have poor attendance 

· As part of the curriculum, deliver sessions designed to promote attendance and punctuality to targeted groups of students 

· Take pastoral responsibility for the group of students whose attendance places them in the Learner Services centre, liaising effectively with parents/carers, teaching colleagues and other professionals

· To provide an Annual Report for the Governors and all colleagues

C. Building Good Relationships With Parents/Carers

· Attend and assist with all open evenings/events

· Organise meetings with parents and students as necessary

· Inform and consult with parents regarding student attendance and punctuality within Learner Services according to policy and procedures

· Attend consultation evenings, awards evenings and other designated out of hours events

· Regular meeting with Head of Learner Services and when necessary Education Welfare

D. Liaison

· Attend and contribute to all Learner Services Team meetings

· Liaise regularly with Heads of Year and report on this to Head of Learner Services and SLT

· Attend all Attendance and Behaviour network meetings

E. Use of Learner Services records and admin systems

· Maintain accurate record keeping of work within the Learner Services

· Maintain Learner Services Data entry as appropriate

· Access and use MIS systems as appropriate

· Provide up to date records on individuals and groups as required

· Compile and check a range of reports as required

· Complete all paperwork for any fixed penalty fines and work with the support of Education Welfare to complete all necessary paperwork for any court proceedings 



	General points: 

	· The school will endeavour to make any necessary reasonable adjustments to the post and the working environment to enable access to employment opportunities for disabled applicants or continued employment for any employee who develops a disabling condition.
· This post description is current at the date shown below, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the post which are commensurate with the salary and post title.
· This post description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it shall be construed.
· The conditions of appointment are in accordance with the National Joint Council’s Conditions for Administrative, Professional, Clerical and Technical Staffs, as amended by the Supplemental Conditions of the Borough of Trafford for salaried staff.



	Postholder:
	
	Date:
	

	Headteacher:
	
	Date:
	

	Last updated: 
	July 2019


