The Bourne Academy Job Description
Title of Post: Attendance & Admissions Administrator
Salary: Grade 5 £16,971-£19,182 (£19,819-£22,401)
Hours: 37 hours per week, term-time only
Disclosure Level: Enhanced

Accountable to: The Principal

Line Managed by: Education Social Worker
 Line Management Responsibility: none
Main Purpose: 
· To track and monitor students’ attendance, to establish contact with absent students’ parents to account for their safety and whereabouts.  To meet government targets for attendance. To plan, orchestrate, control attendance at the Academy, to fulfil the criteria and guidelines necessary for the Academy.  To promote good relationships with parents & students
· Ensuring Academy meets its attendance targets – including monitoring lesson by lesson truancy
· To administer all in year admissions and transfers
Key Accountabilities:
	Tasks

	· Receive and record absence calls, generate, initiate, record and respond to first day absence calls – authorise absences

· Generate late, absent, missed registrations, truancy letters – determine what defines late

· Generate, authorise/decline holiday requests in consultation with ESW and Principal and prepare penalty notices.

· Liaise with parents on telephone or in person re attendance issues – establish relationships 

· Speak to students, tutor groups etc. re attendance, lates, truancy

· Support/advise students on importance of attendance and consequences of non-attendance 

· Ensure electronic registration is completed morning and afternoon to enable the tracking of internal truancy

· Maintain accurate data, monitor attendance throughout the Academy

· Inputting registers on Progresso should system fail
· Running a PM roll call check every day and chasing all PM registrations missing 

· Sending out text for absent students daily.

· Prepare and distribute reports, graphs and statistics on attendance for Heads of House and SLT (Weekly, monthly, termly and yearly)
· Distribute to students with medical appointment a permission form to allow them to leave the Academy to attend appointment 

· Making attendance graphs weekly for each tutor group to display in their  rooms 

· Sending out reward postcards/letters for improved attendance 

· Deliver occasional assemblies to students on attendance and punctuality

· Issuing 100% Attendance Awards and certificates

· Weekly meetings with ESW, and each Head of House, sending out prosecution warning letters 1, 2 and 3.  Keeping a record of letters sent out and Calling Parent/carers day before meetings to confirm attendance.

· Sending out parenting contract letters when advised by ESW

· Complete CME referrals for absent students liaising with ESW 

· To send our PA dada to the Local Authority on a half termly basis 

· Keeping social workers informed of LAC attendance, informing them straight away of LAC pupil absence 

· Assisting the ESW with home visits for students if required

· Supervise 1st aid / unwell students when required

	Admissions 
	· Ensure effective procedures for all in year admissions, including overseeing admissions liaising with the LA and outside agencies
· Produce weekly on roll figures for Local Authority 

· Produce statistical analysis when required for Vice Principal 

· Attend weekly Admissions meeting with Vice Principal to discuss any new applications

· Ensure accurate data is received or sent to/from other schools via CTF electronic student files and request paper student files

· Send student files to new schools if the student transfers 
· Archive information relating to students  at end of Summer Term

· Prepare with the Principal any paperwork for in year admissions appeals

	Safeguarding
	· Undertake regular safeguarding training as required

· Ensure that statutory and Ofsted requirements for Safeguarding are met

· Report any safeguarding concerns to the designated Safeguarding Leads

	General Responsibilities

	· Undertake First Aid Qualification and assist in providing First Aid to students, staff and visitors

· Liaise with members of the Academy as required
· Attend meetings as and when required
· Undertake relevant training as required to support the functions of the post and to enhance personal development 
· Undertake any other duty as specified by the Principal


This job description is not necessarily a comprehensive definition of the post. It will be reviewed annually as part of the Performance Management process and it may be subject to modification or amendment at any time, after consultation with the holder of the post in order to reflect changes in organisational requirements and to ensure that the future goals of The Bourne Academy are successfully achieved.
The Bourne Academy is committed to developing the skills of all members of its learning community.  If you have any query about your own personal development, please speak to your line manager.
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