BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE
JOB DESCRIPTION

Job Title:
Attendance Officer

Grade:
Level 3B (point range 6 to 8)
Hours:
37 hours per week, term time only (includes 5 training days)
Monday to Thursday 7.30am to 3.30pm

Friday 7.30am to 3.00pm

Responsible to:
Deputy Headteacher, Inclusion
Job Purpose:
To deal with issues of attendance and punctuality
MAIN DUTIES AND RESPONSIBILITIES

· To register late arrivals after 08:10 hours, issue late slips and check attendance at late detentions.

· To be responsible for first day contact regarding absence on a daily basis and to follow up. To investigate lesson absences from the previous day.
· To contact individual students and, where appropriate, parents/carers concerning issues relating to attendance/punctuality and truancy (both internal and external).  Arrange meetings with Heads of Year and Educational Welfare Officer.
· To provide weekly attendance/punctuality reports for Assistant Heads of Year (years 7 to 11) and Form Tutors (years 7 to 11).

· To meet regularly with the Educational Welfare Officer (EWO) to discuss issues arising with individual students and to provide data for allocating rewards/sanctions relating to attendance/punctuality.  Regular register check meetings with Heads of Year and Educational Welfare Officer.
· To attend case conferences/review meetings and meetings of the wider Inclusion Team, as required.  

· To provide the Deputy Headteacher, Inclusion with relevant reports and statistics on a regular basis.
· To assist in the monitoring and evaluation of school policy and procedures in relation to attendance/punctuality. Through liaison with institutions in the Bedford Learning Community seek to develop good practice.
· Regular meetings with Heads of Year to raise concerns.

· To authorise, through Senior Leadership Team, requests for student term-time holidays, contacting families and arranging meetings when necessary.  To contact sibling schools where necessary to ensure decisions coincide.
· To access translators of a number of different languages as and when required.
· To undertake any training that relates to the main duties and responsibilities of the job, either at school or off site as required.

· To maintain confidentiality at all times in respect of school related matters and prevent disclosures of confidential and sensitive information.

· To undertake any other duties of a similar level and responsibility as may be required from time to time. 
GENERAL

· To be aware of and comply with policies and procedures relating to child protection and safeguarding, including PREVENT, health and safety, confidentiality and data protection reporting all concerns to an appropriate person.

· Anything else that the Headteacher might reasonably request or is required to ensure the job is completed.       

BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE

PERSON SPECIFICATION

ATTENDANCE OFFICER

	ATTRIBUTES
	ESSENTIAL
	PREFERRED


	Education/
Qualifications
	· NVQ Level 2 – GCSE English/Maths at Grades 9-4 (A*-C) or equivalent

	

	Experience
	· Evidence of work experience relevant to the main duties and responsibilities of the post.


	· Previous experience of using an attendance software package, eg: SIMS.

· Previous experience of working in an educational setting


	Skills/Knowledge/
Aptitude
	· Good interpersonal skills with an ability to communicate effectively with students, teaching and non-teaching colleagues and parents/carers.
· Good written communication skills.
· Good organisation and time-management skills.
· Ability to take responsibility and work with autonomy/initiative.

· Ability to understand students’ emotional and educational needs.
· Ability to work collaboratively with teachers and others.
· Ability to use ICT for recording, monitoring and reporting.


	· Fluency in an additional language


	Physical


	· Ability to undertake all physical aspects of the post in a swift and timely manner.

	

	Motivation


	· Willingness to undertake training.
· Reliability.
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