YSGOL

ATTENDANCE OFFICER
JOB DESCRIPTION

I Attendance Officer Department / Education
Post Title: o
Service:
Hours: 32.5hrs per week, term Level: GO2 Pt4 — Pt5
' time only :
. Ysgol Emrys ap lwan Job Evaluation | SL2205
Location: _
Number:
Responsible to- SLT attendance lead Responsible None
P ' For: (Staff)

Job Purpose:

The Attendance Officer will work alongside key school staff to:

Promote excellent attendance, reduce levels of absence and work with children and families to
promote high levels of attendance in order to support students to achieve their full potential.

Promote a positive attendance and punctuality culture.

Duties and Responsibilities - Job Specific

Supporting Students
e To organise, administer and record with accuracy student absence details.
e Work with identified individual and groups of students, using regular

attendance checks and contact with parents/carers and students to improve
levels of attendance.
e Interpret information relating to attendance patterns of students who may be

1. experiencing attendance difficulties and identify key areas of concern for
Behaviour and Wellbeing Managers, Directors of Learning, ESW, parents
and carers and Assistant Headteacher.

e Manage late registration, identify continual punctuality issues and
communicate with parents to improve student punctuality, liaising with
Behaviour and Wellbeing Managers, Director of Learning and Tutors.

e Liaise with multi-agencies regarding any referred student absence.

Supporting Teachers
e To support with data entry to ensure that the SIMS computerised information
system is updated accurately.
2 e Monitor the completion of all registers to ensure that no missing marks or
unexplained absences remain.
e Meet regularly with the Assistant Headteacher and ESW regarding student
attendance.

Supporting Families
e Support parents to encourage positive attitudes to school, sharing
information and providing the link between home and school.
e Administer Holiday Request forms from parents. Send letters to parents if
holiday has not been authorised.
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Supporting Student Outcomes

To support students in achieving their full academic potential through the
promotion of positive attendance and punctuality culture.

To support students in improving their attendance record.

Issue certificates for 100% attendance at the end of each half-term and the
academic year.

Promote and celebrate good attendance and the raising of standards.

Supporting the Curriculum

Follow school policy of first day contact’ within the school; prioritising
contacting parents/carers of vulnerable students on the first day contact list
on a daily basis to advise them of the student’s absence.

Supporting the School

Contribute to the vision, ethos and aims of the school.

Be aware of and comply with policies and procedures relating to
safeguarding and child protection, confidentiality and data protection,
reporting all bullying, racism and radicalisation concerns to an appropriate
person.

Communicate effectively with staff, other professionals and members of the
public face to face, by email and on the telephone and in doing so promoting
a positive image of Ysgol Emrys ap lwan.

To support with data entry in ensuring that registers are up to date and
accurately recorded.

Obtain explanations for unexplained student absences in conjunction with
tutors, and Directors of Learning.

Follow Attendance Policy and conduct ‘first day contact’ and send out letters
as required.

Collate, maintain and update attendance data with responsibility for
compiling reports on student attendance. Provide reports for Tutors,
Behaviour and Welfare Managers, Directors of Learning, Leadership Team
and Governors for termly attendance figures.

Maintain and update list of vulnerable/Dual Registration and educated off-
site students.

Assist and check records prior to the Census to ensure school attendance is
accurate and up to date.

Provide information/evidence for ESW Team for Court Proceedings/Penalty
Notices.

To support with reporting attendance levels and related information to
parents, Governors, Local Authority and Welsh Government.

To support with administration of School Comms text messages for first day
absences, adverse weather and other parental information.

General administrative and organisational tasks including receptionist duties
as required.

Continuing Professional Development

Keep up to date with SIMs training
Undertake any professional development as identified in the School

Improvement Plan taking full advantage of any relevant training and
development available.

Maintain a professional portfolio of evidence to support the appraisal
process, evaluating and improving own practice.
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Duties and Responsibilities — Corporate

1.

To be responsible for establishing good working relationships both internally and
externally.

Compliance with the school’s Policies and Procedures and to make known to
Senior Leadership any areas which are not adequately covered.

To participate actively in supporting the school’s principles and practices of equality
of opportunity as laid down within the Equalities Policy.

Employees will be required to give certain information relating to themselves in
order that the school may properly carry out its duties, rights and obligations as an
employer. The school will process and control such data principally for personnel,
administrative and payroll purposes.

As a term of your employment and in order to maintain effective departmental
operations, you may be required to undertake any other reasonable task,
commensurate with your grade, as determined by your Line Manager or Senior
Leadership.

The school is committed to safeguarding children and vulnerable groups. All
employees are expected to be aware of the Safeguarding Policy and their
responsibility to report any concerns in the appropriate manner and timescales.

This job description is not intended to be an exhaustive list of duties. The school
reserves the right, after appropriate consultation, to vary duties and responsibilities
within the parameters of the grade and individual occupational competence in order to
respond to changes in the needs of the school.
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PERSON SPECIFICATION

Post: Attendance Officer

Date: October 2026

E[ D
S e
S S
H e i
. ow n r
Factor Requirements Identified It z
a |
| e
GCS_E grade C or equivalent in Maths and AE/IIV E
English
D
Educated to A level standard or equivalent AF/IIV
Basic understanding of child development and AF| E
learning
Ability to deal with students who may be
: AF/I/IR E
challenging and reluctant to engage.
Ability to liaise and communicate with parents AE/IR E
or carers
ch_)lcle organisational and time management AE/I/R E
Knowledge & Skills | SKIlIS
An ability to apply policy and procedures AF/I/R E
. - D
An understanding of safeguarding AF/
The ab_lllty to communicate in English is AEN/T E
essential.
g . . . D
The ability to communicate in Welsh is
: AF/I
desirable.
Supervision & . .
Management Working constructively as part of a team AF/I/R E
Personal pride in delivering challenging targets AF/IR £
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Commitment to own professional development AF/IR
N Clear thinker, optimistic and resilient person AF/IR

Creativity &

Innovation Evidence of working to raising standards AF/]
against targets
Working in an educational establishment N
An empathetic nature which results in a calm

i . AF/I/IR
but firm approach with young people

Contacts & E - f Ki h "

Relationships xperience of working with parents AF/]
Experience in a role interfacing directly with AF/]
young people
Experience of promoting ALN and Inclusion AFJ]
Sense of humour AF/IR
Ability to work to deadlines and work calmly AF/IR

Decisions / under pressure

Recommendations | An ability to take initiative when appropriate AF/IR
and work independently
Excellent ICT skills AE/NRIT

RESOUTCES Understanding of s.tudent attendance within A
SIMS/Lesson Monitor
Hold a current First Aid qualification AF/IIV

. The role will require normal physical effort to

Physical Demands | 11y out tasks associated with office duties AFIIR

Excellent attendance and punctuality AF/IR

Please Note: In order to be shortlisted for this post you will need to demonstrate that you meet all the criteria ranked as E -
Essential.

Identification of the requirements will be through the:
Application Form (AF),

Interview (1),

Test at interview (T),

Verification (V)

Reference (R)
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