SEFTON METROPOLITAN BOROUGH COUNCIL


JOB DESCRIPTION


	School:
	St Elizabeth’s Catholic Primary School
	
	

	
	
	
	

	Post:
	Attendance Officer

	Grade:
	Grade E – JE No. A5052
	
	

	Section:
	
	
	

	
	
	
	

	Responsible to:

	Headteacher

	Responsible for:

	



Job Purpose 

· To work alongside key staff and the Early Help/School Attendance Service, in school to reduce levels of unauthorised absence and under the direction/guidance of senior staff to promote whole school attendance strategies and to work with students and families to improve levels of attendance.

· To contribute in raising achievement by improving school attendance.

· To provide a specialist service (home/School link) providing support with school in meeting their obligations and attendance target, including persistent absence.

· To promote positive attitudes to students and families towards education and to ensure that parents are made fully aware of their statutory responsibilities.

· To make daily unsupervised contact with families in their own homes and elsewhere to assess the reasons impacting on the attendance of individual students. This may include transporting students into school.

· To establish and develop a professional service to support the school in raising attendance.

· To work with parents to break down any barriers to attendance.  This will involve setting up various groups and clubs to promote a positive relationship.





Main Duties and responsibilities 

· To work with school on strategies to promote the regular attendance and punctuality of all students in the school as per the attendance policy.

· Completion of termly register reviews 

· To assist with the identification of pupils who will receive support in improving their attendance record.

· To support the system of ‘first day response’ within the school. 

· To make unsupervised contact with families in response to allocated referrals i.e. home visits and /or meetings in school.

· To establish the reason for non-attendance, make assessments and agree a plan for facilitating a return to school using appropriate strategies within specified timescales.

· To be fully aware of and carry out all work in line with Child Protection Procedures.

· To keep clear and concise records of all home visits, discussions, plans and time frames.

· To use IT systems to produce reports, often to tight timescales, using word processing and record information including statistical data.

· To manage and prioritise your own workload in line with school priorities.

· To acquire and maintain a working knowledge of the statutory framework relating to school attendance, child protection and special needs in order to be able to offer informed advice to parents, school staff, governors and others.

· To work with school in developing strategies to improve school attendance.

General Requirements 

· Adaptable, imaginative, creative and flexible in approach to the work

· Self-motivating and the ability to identify your own training needs and a willingness to attend relevant training courses or other training

· Promote and safeguard the welfare of children, young and vulnerable people that you are responsible for or come into contact with.

· To comply with individual responsibilities, in accordance of the role, for health and safety in the workplace.

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy.

· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

· To ensure compliance of GDPR at all times.

· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.









































SEFTON METROPOLITAN BOROUGH COUNCIL

PERSON SPECIFICATION




Post:			Attendance Officer

School:	           St Elizabeth’s Catholic Primary School

	
	Essential (E)
or
Desirable (D)

	Qualifications/Training 

· Level 3 qualifications in Numeracy/Maths and Literacy/English or equivalent qualification. 
· NVQ level 3 in Administration or equivalent qualification or experience.
· The ability to write to a good standard of literacy to include excellent report writing skills
· Driver’s Licence and access to a vehicle.
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	Knowledge and Understanding

· Experience of clerical/administrative/financial work. 
· Knowledge of relevant policies/codes of practice and an awareness of relevant legislation. 
· Basic awareness of inclusion, especially within a school setting.
· Demonstrate an understanding of issues that may affect a student’s ability to attend school
· Working with children, young people, parents and families preferably within an educational context.
· Actively listens to what others have to say and gains support for own opinion. 
· Ensures own case is consistent when seeking support.
· Demonstrates a non-judgemental approach to values, views and the needs of others. 
· Keeps up-to-date on changes/new developments in own and other areas of the school’s activities and their impact on the school’s performance.
· Supports the change process, remains positive during times of change.
· Willingly cooperates with others and highlights potential problems in a positive and supportive way. 
· Is able to share skills and knowledge with colleagues and has a willingness to remain proficient as the technological needs of the school change
· Ability to build and maintain successful relationships with pupils and adults, treating them consistently, with respect and consideration. 
· Ability to work collaboratively with colleagues both within school and other agencies.
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	Skills

· Communication and Influence 
· Ask open questions and ensure that there is no confusion or ambiguity to the listener. 
· Takes time to know people and how they operate.
· Sees other people’s point of view and encourages and respects views that are different from own. 
· Is able to use and understand the purpose of Information Communication Technology and is able to use it for routine and pre-set purposes
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