Unrestricted
BRACKNELL FOREST COUNCIL

JOB DESCRIPTION

	Job Title: Attendance Officer/Admin
	Section/Location: Education

	Holly Spring Primary School
	Grade/Salary Range: BG-I (6-14)

	A3
	Working Pattern: 20 hrs/wk TTO plus inset days as 
required



	JOB PURPOSE

	
To be responsible for supporting, monitoring attendance throughout the school to agreed annual targets, and meeting all statutory and legal requirements

To monitor and report on whole-school attendance data, analysing data to identify key areas of concern. To work closely with pupils, staff, parents and carers to reduce levels of absence, and act appropriately when persistent absence becomes a safeguarding issue.



	DESIGNATION OF POST AND POSITION WITHIN SCHOOL STRUCTURE

	                                      
                                                                         Headteacher
I
School Business Manager
I
Attendance Officer/Admin


	
MAIN DUTIES AND RESPONSIBILITIES

		


Administration 
· To review, monitor and analyse the data of the daily attendance registers across the school
· Follow up on any unexplained extended absences with parents/carers, escalating issues as appropriate in line with school procedures Initiate and oversee the administration of absence procedures, for example letters home, attendance clinics and engagement with local authorities/other external agencies and partners 
· Produce letters home to all parents to update on year-to-date attendance
· Requesting penalty notices to parents via the local authority
· Maintain accurate records of communications with parents/carers and relevant interventions 
· Build and refresh knowledge of the school’s MIS and other relevant systems, e.g. Studybugs 
· To undertake photocopying, filing and general office duties. To be part of the office team, answering queries at the window and on telephone, calling parents, sending medical tracker forms etc.
· Initiating sickness and attendance concern notifications to the local authority in a timely manner
· Processing requests to de-register pupils from the school roll, completing LA notifications
· Gathering information for FPN prosecution cases as requested by Local Authority

Monitoring and reporting 
Produce and interpret attendance reports for school leaders, identifying key statistics, reasons for absence and any patterns of concern  
Track attendance of vulnerable groups of pupils and share information with school leaders on a regular basis
Identify pupils that need additional support to improve their attendance
Work with school leaders to identify appropriate interventions to improve attendance for particular groups or individual pupils, particularly those identified as persistently absent 

Lead daily or weekly check-ins to review progress and the impact of support/interventions 
Work with school leaders to develop and revise the school’s attendance policy 
Implement children missing education (CME) procedures on more complex cases.
Prepare data required for the termly local authority EWO meeting, as well as attend the meeting
Prepare data for the FGB meetings and Headteacher reports as required each half term.
Produce ad-hoc data requests from SIMS for EAL, SEN, etc. 

Working with parents/carers 
Coordinate and attend meetings with parents/carers to implement interventions and track progress 
Build positive relations with parents/carers to encourage family involvement in their child’s attendance
   Identify, and where possible, mitigate potential barriers to attendance in partnership with families

Professional development
Attend Attendance Network Meetings arranged by the local authority 
Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
Take part in the school’s appraisal procedures

Other areas of responsibility 
Safeguarding 
Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
Be alert to when persistent absence becomes a safeguarding concern and early help may be required
Work with the Designated Safeguarding Lead (DSL) and Deputy Designated Safeguarding Lead (DDSL) to promote the best interests of pupils, including sharing concerns where necessary on CPOMS
Attending home visit welfare checks with members of the safeguarding team as required
   Promote the safeguarding of all pupils in the school
     To support the provision of first aid to pupils
      Such other duties as may from time to time be necessary, compatible with the nature of the post.

	

	

	

	

	

	

	

	

	 

	






	



	SCOPE OF JOB (Budgetary/Resource Control, Impact)

	
The post holder is responsible for ensuring that the school child protection policy is adhered to and concerns raised in accordance with this policy.



BRACKNELL FOREST COUNCIL
PERSON SPECIFICATION
	Job Title: Attendance Officer/Admin
	Section: Education

	Holly Spring Primary School
	Grade/Salary Range: BG-I (SCP 6-14)

	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications and Training





	GCSE Grade C or above in maths and English 
OR demonstrable equivalent
experience of work
	First Aid qualification

	Competence Summary
(Knowledge, abilities, skills, experience)











	Experience working in a school environment or other educational setting. 
Experience working directly with pupils and parents 
Experience working collaboratively with colleagues 
Experience analysing data and producing reports and identifying key insights 
Experience of using a range of MS Office packages, including Word; Excel; Outlook
Knowledge of SIMS applications
Effective time management skills
Ability to communicate effectively both verbally and in writing
Ability to manage competing priorities
Knowledge of the possible interventions to raise attendance
Knowledge of the potential barriers to high attendance that pupils may face 
Ability to tailor interventions to individual pupils
Ability to use IT systems and to conduct analysis and produce reports 
Ability to create good relationships with pupils, staff and parents 
	Experience of the role of an Attendance Officer



	Work-related Personal Requirements






	Willingness to provide the best possible opportunities for all pupils
Organised, proactive, self-motivated with the ability to work on own initiative
Good time management skills
Commitment to upholding and promoting the ethos and values of the school
Ability to work under pressure and prioritise effectively
Ability to maintain confidentiality at all times
Good listening skills 
Effective written and verbal communication skills
Committed to safeguarding, equality, diversity and inclusion
Committed to equality of opportunity

	Ability to attend school meetings outside office hours

	Other Work Requirements 





	Participate in training and development opportunities
Suitability to work with children.
The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All staff and volunteers are therefore expected to behave in such a way that supports this commitment
Satisfactory Enhanced DBS
The post holder is responsible for ensuring that the school safeguarding and child protection policy is adhered to and concerns are raised in accordance with school policy
 
	




