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Wellfield School

Job Description

Attendance Officer (N9753)

Name:




   





Responsible to and mentored by:

 Deputy Headteacher
Person Specification for all staff at Wellfield

We want all staff at Wellfield to:

· Be committed to raising standards and continuous improvement

· Relate well to our students

· Put student needs first

· Be self-starters and aim for the best in what they do

· Have confidence and competence in the use of ICT

· Be team players

· Communicate well

· Be positive and co-operative, especially in times of change

· Review what they do regularly

OVERALL RESPONSIBILITY

This post will be important in realising our philosophy in terms of addressing poor attendance to enable pupils to access learning in the classroom. The post holder would be expected to offer and develop expertise in supporting pupils with truancy and poor attendance.

PARTICULAR DUTIES AND ACTIVITIES: 
· Assist in the identification of ‘at risk’ or vulnerable pupils;

· Assist with action planning, target setting and monitoring of progress of identified individual pupils with regard to attendance;

· Work closely with the Inclusion Manager and Deputy Headteacher to develop and administer appropriate intervention for identified students;
· Hold attendance planning meetings and implement attendance contracts between parents/carers and the school;

· Implement rewards for those who have good/improved attendance;
· Act as a link between the pupil and parents/carers to support and encourage achievement and improving attendance;

· Work closely with the Attendance Improvement Team, parents and students to promote good attendance, setting targets etc. as required.  Quick escalation will be employed for students most at risk due to poor attendance;
· Prepare all paperwork associated with escalation of attendance issues and attend relevant meetings;
· Involve parents/carers and school staff in the establishment of strong home/school links;

· Maintain good communication with all staff on an individual or whole school level;

· Keep  accurate and appropriate records of all contacts;

· Preparation and dissemination of information to staff within school and relevant external agencies;

· Undertake self-evaluation and contribute to the team and whole school evaluation;

· Undertake Continuing Professional Development to develop expertise.

ALLOWANCE ATTACHED TO THE POST AND DUTIES:  Grade 6
HOURS OF DUTY:  30hrs per week, term time only
These duties may be varied from time to time to meet the changing demands of the school at the reasonable direction of the Head Teacher commensurate with the grade of the post.  This job description does not form part of the contract of employment. It describes the way the post-holder is expected and required to perform and complete the duties as set out.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedure and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.  

Signed
 

___________________________________
 

Date 


___________________________________


Head Teacher 

___________________________________


