JOB DESCRIPTION
	POST TITLE
	Attendance and Admissions Officer 

	
	

	Purpose: 
	To maintain an overview of College attendance and to work with the Pastoral team to improve attendance across the year groups with an added focus on vulnerable pupils.
Effective and timely administration of the College Admissions Policy ensuring adherence to county guidelines.

	Reporting to :
	Assistant Headteacher (Behaviour & Safety)

	
	

	Liaising with:
	Head of Year, Pupil Premium Lead, Deputy Head of Year, Parents, Pupils, Tutors, Headteacher and other senior staff, Curriculum Leaders, other teachers, Health and Safety Manager, support staff and college council, SENCO and relevant non-teaching staff

	
	

	Working Time:
	37 hours per week (Monday – Thursday 8am – 4pm & Friday 8am – 3.30pm)
40 weeks Term Time + 1 week

	
	

	Salary/Grade:
	HCC Grade D 

	
	

	Disclosure level:
	Enhanced

	
	

	Accountabilities:
	Attendance:
· Monitor and maintain accurate daily pupil attendance records using the school’s MIS

· Follow up first-day absences, contacting parents/carers where reasons for absence have not been provided

· Monitor and follow up missing registers

· Operate and monitor pupil absence phone lines

· Supply weekly attendance data to the Senior Leadership Team

· Identify patterns of persistent absence or punctuality concerns and flag these to pastoral leaders or the Senior Leadership Team

· Produce and analyse attendance reports for leadership, governors and external agencies

· Prepare attendance correspondence for Heads of Year
· Liaise with parents/carers to promote good attendance and punctuality, providing support where concerns arise

· Maintain records relating to authorised and unauthorised absences, including holiday requests and medical evidence

· Support interventions to improve attendance, including meetings, letters, and attendance action plans

· Ensure accurate attendance data is available for school census returns and safeguarding processes
· Support the school in meeting statutory attendance requirements and Department for Education guidance.

· Prepare legal paperwork as necessary, including fixed penalty notices, referrals to Attendance Legal Panel and witness statements for Court proceedings

· Attend Attendance Legal Panel Meetings and Education Planning Meetings as necessary

· Attend Court when necessary
· Make home visits if required

Admissions:

· Manage the school admissions process, including in-year applications and waiting lists, in line with local authority policies.

· Act as the first point of contact for prospective parents/carers, responding to enquiries about places at the school.

· Coordinate and process admissions paperwork and documentation, ensuring records are accurate and compliant.

· Liaise with the Local Authority Admissions Team regarding applications, offers, and transfers.

· Maintain up-to-date pupil records within the school MIS following admissions, leavers, and transfers.

· Organise and support school tours or open events for prospective families where required.

· Ensure compliance with the School Admissions Code and relevant safeguarding procedures when admitting new pupils.

· Manage and maintain waiting lists in line with admissions criteria.

· Process mid-year transfers and leavers, ensuring records are transferred appropriately.

· Provide accurate admissions data and reports to the senior leadership team.

· Assist with transition arrangements from KS2 to KS3
· Liaise with HOY and Data Manager with all admissions


	
	

	Staff Development:
	· To work with tutors to ensure all pupils regularly attend the college 

	
	

	Management Information:
	Pastoral Area
· Support the Head of Year to analyse attendance data and help action plan accordingly in liaison with staff

Progress

· Support the Head of Year to analyse and evaluate Year Group attendance data and action plan accordingly with subject leaders and other staff

	
	

	Communications:
	· To communicate with and liaise with Pastoral staff in maintaining records and information in line with college policy

· To develop and maintain effective communication with families of pupils when there is an attendance concern

	
	

	Corporate and statutory initiatives – equalities/health and safety/e-government/sustainability:
	· Maintain an awareness of the college, national and statutory policies and requirements and apply these in the workplace



	
	

	Additional Duties:
	· To assist the Pastoral team in the Pastoral Centre during busy periods or to act as cover for lunch breaks/absences.

· To play a full part in the life of the College community, to support its distinctive mission and ethos and to encourage and ensure staff and pupils follow this example

· To continue personal development as agreed

· To engage actively in the performance review process

· Any other such duties as may reasonably be allocated by the Headteacher or Assistant Headteacher (B&S)


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified

	
	

	Working Conditions:
	· Expected to maintain behaviour management standards of some children, some of whom can be challenging and difficult to deal with

· Health and Safety responsibility for self, children in an area which is a child-centred environment

· High confidentiality component and needs to hold the trust and confidence of both the pupils and teachers and parents.   If acquired information on child protection/family sensitive issues must be treated carefully and appropriately

	
	

	Context/Additional Information:
	· This role has a highly confidential component and requires the post holder to gain and maintain the trust and confidence of pupils and their families.  The post holder may be afforded access to child protection/family sensitive information and will be required to treat this accordingly

· The post holder may experience stress as a result of working with individuals with a diverse range of complex and demanding behaviours

· The role requires a high degree of integrity and a full understanding of the confidentiality of the issues with which the role holder will be dealing of both pupils and staff


