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Appointment of 
Attendance Officer

37 hours per week
Term time plus 5 training and 5 on call days
[bookmark: _GoBack]Grade N4: Actual salary range: £16,409 to £17,413 pa, pay award pending, Fixed term for 1 year
Required for September 2020
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Introduction from the Principal



Dear Applicant

Appointment of Attendance Officer 

Thank you for your interest in the above post.  I have pleasure in enclosing further job details and an application form for your information and completion.

Kenton School is a vibrant and inclusive secondary school at the heart of the community in which we serve.  With around 1800 students, we are amongst the largest schools in the North East.  At Kenton we are passionate about providing the very best education possible for young people in our city, our region and nationally and our strong and committed team share our vision of ensuring all our students not only reach their potential but that they are confident, happy and resilient students who treat each other with compassion and respect.

We are seeking applications for this new role to work across all year groups to support us in one of our key objectives in reducing student absence levels.  

This is a fantastic opportunity for candidates with previous experience in an education or social care setting to work with students and their families/guardians to overcome and respond to attendance concerns and ultimately to improve learning outcomes.  

The role will involve conducting attendance visits, meeting with parents and guardians and monitoring absenteeism.  The role will also involve supporting the wider team with administrative duties such as inputting attendance data and sending letters and messages on behalf of the school.  

Candidates must possess a good understanding of the issues that impact on attendance at school for secondary age children combined with effective interpersonal skills with the ability to demonstrate both empathy and assertiveness where required.   Given that lone home visits are a regular requirement of the job, the ability to work on your own initiative in line with policies and procedures (including strict Health and Safety/Covid-19 procedures) is essential and a full driving licence is desirable.  

In return, Kenton School offers fantastic developmental possibilities due to its success, size, facilities and a forward thinking management and staff working together to offer the best available chances for our pupils.   

If you feel you have the experience, skills and attributes to succeed as part of our team, please complete and return your application form by post or by email to hr@kenton.newcastle.sch.uk no later than 12.00 Noon on 13 July 2020.

We look forward to receiving your application.

Yours sincerely
    [image: Sarah Holmes-Carne Signature]
    Sarah Holmes-Carne
    Principal
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Job Description

	GRADE:
	N4

	RESPONSIBLE TO:
	Attendance Manager /Vice Principal 

	JOB PURPOSE:
	To support the attendance team by working with identified students and their parents/carers within established policies, procedures, systems and practices to support the school in improving base figures on attendance and truancy.



	MAIN DUTIES:


The following list is typical of the level of duties which the postholder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time.

1. To act as first point of contact for all attendance issues in school.

2. To undertake home visits (either accompanied or on a lone basis) on individual students as required.

3. To input absence and attendance data and to undertake associated administrative duties.

4. To analyse data and identify individuals with unexplained lateness or truanting absences and bring this to the attention of the Attendance Manager.  

5. To organise a daily check on children at risk of lateness or truanting, investigate reasons and apply remedies as appropriate under the direction of the attendance team.

6. To prepare and issue (using standard templates) parenting contracts for working with students. To monitor progress against the contracts.

7. To ensure that school registration systems are correctly administered and to report on the quality of registers.

8. To work with and visit feeder primary schools and gain any relevant information about the attendance records of new students.

9. To liaise with the Local Authority and other agencies to improve attendance rates, making referrals to other agencies and staff where non-attendance is related to health or welfare issues under the direction of the Attendance Manager. 

10. To participate in the development of school reward systems in relation to attendance.

11. To ensure school Children Missing Education protocols are followed for any student who is missing from Education for a period of time.

12. To support the school through enforcing good standards of behaviour at all times in line with school policies, and through undertaking break and lunch duties if and when required.

13. The postholder will have a responsibility for promoting and safeguarding the welfare of children and young people s/he is responsible for, or comes into contact with, in accordance with the trust’s safeguarding policy and school’s child protection policies and protocols.

14. To promote and implement the trust equal opportunities policies in all aspects of employment and service delivery.

15. To assist in maintaining a healthy, safe and secure environment and to act in accordance with the trust and school policies and procedures.
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Person Specification

Part A: Application Stage
The following criteria (experience, skills and qualifications) will be used to short-list at the application stage:

Essential
1. Experience of working in an educational and/or social care setting with young people
2. Experience of effectively communicating with children, carers and other professionals.
3. Understanding of the issues related to persistent absence and impact upon outcomes for children
4. Ability to display an understanding of social/welfare issues as they affect children, families and schools
5. Ability to deal with difficult situations
6. Ability to work effectively on own initiative with minimal supervision and as part of a team
7. Commitment to equal opportunities in service delivery and employment
8. Effective written communication and ICT skills

Desirable
1. Ability to produce and interpret factual and statistical information as required
2. Experience in working within statutory/voluntary agencies dealing with children and families
3. Awareness of legislation relating to school attendance and welfare and the protection of children
4. Full driving licence

Part B:  Selection Stage
The following criteria will be further explored at the interview stage:

1. All criteria listed under part A
2. Effective communication skills
3. Appropriate behaviour and attitude towards safeguarding and promoting the welfare of children and young people including: 
· motivation to work with children and young people
· ability to form and maintain appropriate relationships and personal boundaries with children and young people 
· emotional resilience in working with challenging behaviours
· attitude to use of authority and maintaining discipline
4. No disclosure about criminal convictions or safeguarding concern that makes applicant unsuitable for this post.

The following methods of assessment will be used:
1. Interview
2. Task



Part C: Additional Requirements

1. Enhanced DBS check from the Disclosure and Barring Service including Children’s Barred Persons List Check
2. Additional overseas criminal record checks if applicant has lived outside the UK
3. A minimum of two references from current and previous employers (or education establishment if applicant not in employment)
4. Medical screening
5. Flexibility in work pattern may be required occasionally
6. Visiting families in their homes on a lone basis is a regular requirement of this post














































Additional Information For Applicants  – Main Terms And Conditions Of Employment

Terms and Conditions
The conditions of service applicable to the post are those determined by the National Joint Council for Local Government Services (the National Agreement) and locally agreed terms and conditions.  

Working Hours
The working hours for this post are 37 hours per week.  Normal working hours are Monday to Thursday 8.00 am to 4.00 pm and Fridays 8.00 to 3.30 pm (with a 30 minute unpaid lunch break each day).   The posts are term time plus 5 training days (one of which is disaggregated into two twilight sessions) and 5 on all days to be worked during holiday periods as directed by the school. 

Annual Leave Entitlement
The annual leave entitlement for the post for full time, fully year staff is 23 days, rising to 28 days on completion of 5 years continuous local government service.  This is incorporated into the annual salary and pro rata to weeks worked.  This equates to an additional 5.4 weeks pay for staff with less than 5 years’ continuous local government service, and 6.41 weeks pay for staff with 5 years’ or more continuous local government service.  

Pay and Grading
The grade of the post is N4, equivalent to local government pay spine points 5 - 8, with current corresponding full time salary of £18,795 to £19,945 pa (pay award pending).
.  The term time salary including 5 training days and 5 on call days is as follows:-
Less than 5 years’ continuous local government service:	£16,409 to £17,413 pa 
5 or more years’ continuous local government service:	£16,774 to £17,800 pa

Probationary Period
New entrants to Kenton School are subject to a six month probationary period.

Fixed Term
This is a fixed term post for 1 year, subject to funding. 

Safeguarding
Kenton School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. We are fully committed to ensuring that consistent effective safeguarding procedures are in place to support families, children and staff at school. 

Equal Opportunities 
The school is opposed to any form of unfair discrimination and is publicly committed to be an equal opportunity employer.  

Pension Scheme
On appointment, new associate staff will be automatically joined into the Local Government Pension Scheme (unless they choose to opt out).  Further information can be found at www.twpf.info. 

Application Process 
Candidates can apply through the TES website by clicking on the Quick Apply link.  Alternatively you can request a Word version application which can be returned either by email to human.resources@kenton.newcastle.sch.uk.  Please note we are unable to accept applications by post during the period school is closed. Please contact Human Resources on 0191 214 2206/0191 214 2200 if you have any problems in submitting your form.  
Closing date:	12.00 Noon on 13 July 2020
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