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Job description
	Job title
	School Attendance Administrator

	Service Area
	South Park Primary School
	Function
	

	Team
	Safeguarding Team
	Post number
	
	Grade
	LBR 4 

	Reports to
	Senior Safeguarding Team Leader

	Responsible for
	N/A



	Purpose of job

	To provide and report on attendance and punctuality data, to support and challenge this data to improve punctuality and attendance for the whole school.

	Major duties and responsibilities 

	
Daily: 
· Monitor and maintain accurate pupil attendance records using RM Integris
· Monitor attendance, including First Day Response calls, code activities. 
· Check the registers for missing marks and take appropriate action.
· Make calls to parents/carers of pupils not known to be present from the morning register.
· Record attendance / absence on RM Integris and conversations with parents / carers on CPOMS. 
· Maintain the school’s administration for recording latecomers
· Provide admin support for Staff Absence

Weekly:
· Meet with the Senior Safeguarding Team Leader, to discuss individual pupils, identified through absence analysis, to agree what praise, support or intervention is needed to encourage improved attendance or compliance. 
· Attend ad-hoc meetings with parents whose children have attendance issues together with Senior Safeguarding Team Leader and EWO. 
· Attendance data returns for the school’s census’ 
· Monitor and keep full records all communication with families regarding poor attendance and persistent absence and lateness 
· Ensure that prompt, consistent and rigorous intervention with poor attendance is robust 
· Have responsibility for monitoring the attendance of most vulnerable pupils
· Manage the process of addressing poor attendance 
· Monitoring whole school attendance, persistent absence and punctuality 
· Identify pupils who require support with their attendance 
· Understand and follow LBR CME procedures when a student is removed from roll
· Liaise with Senior Leadership Team, SENCo, inclusion team and other relevant staff regarding students who are of concern 
Other

· As appropriate, create the data to provide year on year comparisons to assist the senior leaders and governors in analysing trends
· Produce and publish attendance reports to School Leaders, staff and parents and produce 100% attendance certificates.
· Process Leave of Absence requests for pupils, preparing documentation and having discussions with parents as necessary.
· Manage the process of warning or issuing Penalty Notices
· Use commercial software (e.g. Microsoft Word, Excel, Outlook, ParentMail, Synergy and RM Integris) as necessary. 
· Answer the telephone, dealing with routine enquiries, forwarding accurate information as appropriate.

· Demonstrate an understanding of and commitment to equal opportunities and diversity and to the standards of customer care.
· Any other additional duties as instructed by the School Leadership Team.

	SAFEGUARDING  
· To actively engage in all safeguarding training and ensure that this is kept up to date in compliance with school policy. 
· To read and understand the schools safeguarding policy and procedures. 
· To read and understand any government legislation in relation to safeguarding, including the mandatory duty to report FGM. 
· To be alert to issues where there may be a safeguarding issue and take appropriate action. 
· To implement the above training; policies and procedures as appropriate. 
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	Job Title
	Attendance Officer

	Service Area
	South Park Primary School
	Function
	

	Team
	Safeguarding Team
	Post number
	
	Grade
	LBR 4

	Method of candidate assessment: A = Application Form         I = Interview            T = Task
Weighting: 3 = most important, 1= least important

	Selection Criteria
	A - I - T
	Weighting

	Experience:
	
	

	Experience in using a range of IT systems and how they can be used effectively to support school administrative functions and processes
	A-I-T
	2

	Experience of processing school admissions
	A - I
	3

	Experience of processing school attendance
	A - I
	3

	Skills: 
	
	

	The ability to work independently or as part of a team
	A-I
	2

	The ability to use IT to produce documents, spreadsheets and databases and work with Integris or equivalent databases.
	A-I
	3

	Excellent verbal and written communication skills
	A-I
	3

	Able to maintain confidentiality, to be aware of issues or situations and connect into the relevant part of the school
	A-I
	3

	Able to remain calm and effective whilst working in a demanding environment
	I
	3

	Able to listen, summarise an issue and liaise with relevant individuals
	I
	3

	Able to work using on initiative and with limited direct supervision
	A-I-T
	3

	Able to work with computers and other technology and willingness to learn and apply new systems
	A-I-T
	3

	Excellent organisational and time management skills
	A-I
	2
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