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	Job Description: 

Attendance Officer
Scale:  


 Updated: October 2017



	Postholder reports to Pastoral Manager
Purpose of Job:
· To contribute to the safeguarding of students by inputting and distributing accurate student attendance, punctuality and behaviour data as required using SIMS

· To manage the accurate maintenance (on SIMS) and distribution of management information relating to students.
· To ensure the necessary systems are in place to assist with improving attendance and punctuality

· To maintain high standards of professional behaviour and presentation to reflect the expectations made of our students.
No line management responsibility

Hours of work: 36 hours per week, term time plus 1 week



Key tasks and accountabilities:
SAFEGUARDING - Attendance, punctuality and behaviour
· Check the student absence line daily and ‘red flag’ students in SIMs.

· Contact the parents of absent students on a daily basis, using relevant software and direct contact, and enter into SIMs.

· Enter paper registers and late marks onto SIMs (including reminding staff who have not provided registers).

· Engage with staff in relation to SIMS attendance and registration concerns and provide training as necessary.

· Contact parents to discuss first day absence as necessary. Share information with year leaders in advance of second day absence.

· Monitor attendance of vulnerable students as directed by Safeguarding team and Year Leaders. Investigate absences to school or lessons as well as lateness, including discussions with students, and report.
· Notify Year Leaders of any students who have not returned to school after a holiday and to follow up with reasons for absence/date of return to comply with the Borough’s CME procedures.

· Print evacuation registers on a daily basis. On evacuation of the school, be responsible for handing registers to Year Leaders for completion, collecting in registers and checking whether students are missing/unaccounted for during the evacuation. Relay this information to the Headteacher in a timely manner before the whole school returns to the building.
· Initiate and carry out periodical post-registration truancy checks.

· Look for patterns in absence or truancy behaviour and share with Year Leaders or the Safeguarding Team as necessary.
· Enter behaviour points based on persistently poor punctuality.
· Liaise with staff to ensure interventions and other off-timetabled activities (e.g. music lessons) are correctly recorded.

· Plan and implement registration processes for off timetable school events and transition day. Communication arrangements with SLT link.
· Liaise with staff regarding visits to ensure they leave accurate registers for those students going off site during the school day.

· Report LAC attendance information to Welfare Call daily.

· Manage all parent text communication via SMS. Occasional reminders as well as last minute emergencies (such as events, school closure etc.)

IMPROVING ATTENDANCE
· Assist the Pastoral Manager and the member of SLT in charge of attendance with preparation for attendance panel meetings, parents’/carers’ meetings, assemblies in relation to attendance and punctuality issues, information for governors reports, data for SLT meetings and other relevant information as requested

· To attend and assist the member of SLT in charge of attendance with administrative support for Early Help Panels, including arranging suitable dates with Year Leaders, preparing letters to parents and student attendance information to be available at the meetings. Maintaining a database of students who have had Early Help Panels.

· Prepare and distribute termly vulnerability reports to YLs to assist in targeted support.
· To provide administrative support with the rewards system for attendance, punctuality and behaviour – e.g. preparing data for half termly attendance draws and certificates for assemblies to Year Leaders.

· To perform administrative tasks relating to the maintenance of attendance tracker and produce data analysis and reports on a weekly and termly basis as requested.

· Create and maintain the punctuality tracker annually.

· To prepare all necessary attendance and punctuality charts and certificates on a weekly basis to be displayed on the attendance and punctuality notice board and on Year group boards around the school.

· To prepare headline attendance and punctuality data for the Senior Leadership Team on a weekly basis.

· Provide data for the Borough’s Attendance Management Service in relation to students they are supporting.

· Assist with the administration, preparation and follow up for Newham Borough Attendance Panel Meetings.

· Input AEF and external exclusion data onto SIMS and, using reports on SIMS, provide data on AEF and external exclusions as required.

· Perform administrative tasks in relation to the issuing of penalty notices for attendance or punctuality

· Provide support in the review of the attendance and punctuality procedure recommending changes in line with current legislation.

SIMS INFORMATION
· Support the Pastoral Manager in the maintenance of student information systems

· Update all student contact information changes, clarifying these with parents in line with school procedures
· Update and manage student data systems in school – e.g. attendance, punctuality, behaviour, ethnicity and Free School Meals.
· To periodically run SIMS Tidy and Merge reports to ensure all information on SIMS is correct.

· Print Tutor Group lists at the start of each half term and ensure there is always a supply of them in Student Services

· Monitor and liaise with relevant staff to ensure proper coding and input of AEF information on SIMS.

· Flag issues with SIMS to appropriate person (e.g. discrepancies with timetables).
· Manage Free School Meal information for the school, liaise with Newham Pupil Services to receive and check up to date information. Act as first point of contact for queries from parents and students. Make FSM applications on behalf of parents. Provide information on FSM for those organising visits.
· Organise data collection monitoring at parents’ evenings to ensure data is up to date. Input amended data in a timely manner.

· Preparing and sending letters in response to requests to clarify the dates students attended.

NEW STARTERS/OFF ROLL

· Manage the administration relating to all student admissions/leavers, including mid-phase, and liaise with the Pastoral Manager, Progress Leaders and Year Leaders regularly regarding this.
· Liaise with previous/future schools to ensure correct data is sent/received. Chase up and send CTFs regularly. 

· Request academic, attendance and other information from previous schools in relation to mid-phase students.
· Specifically at transition from Key Stage 2 to Key Stage 3, manage the inputting of student information obtained from primary schools and parents. Ensuring that any discrepancies are investigated and assisting with parental interviews.

ADDITIONAL REQUIREMENTS
· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.

· To maintain high standards of professional behaviour and presentation

· To undertake any other duties commensurate with this grade which may be required.

· To participate in necessary training and staff development.

· To take responsibility for Health and Safety in the post holders area of work.

This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.

SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.

	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.



	Name:


	Signature:

	Date:


	


