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JOB DESCRIPTION
	Post
	Attendance and Safeguarding Administrator – Job Share 

	Terms & Tenure
	22 hours per week across 3 days.

Term-time only plus 10 days (including 8 Professional Development Days).

Scale 4, SCP 7-11 (£26,403 - £28142 FTE). Pro-rated to £13,623 - £14,520.  

	Line Manager
	Safeguarding, Attendance and Wellbeing Officer

	Date
	December 2025


Role aims:
Our Attendance and Safeguarding Administrator supports the Safeguarding, Attendance and Wellbeing Officer and the DSLs who   
· Ensure that children in year 7-13 are safeguarded through the effective implementation of its policies and procedures.  

· Ensure that the attendance and punctuality of students in years 7-11 is optimised through the effective implementation of attendance policies and procedures of HUET schools. 

· Work in partnership with other agencies to provide the academic, moral, social, physical, mental and cultural well-being of children and their families.

They provide comprehensive clerical and administrative support in a wider range of tasks.  In addition, they will provide an efficient, knowledgeable, co-operative and helpful service to all members of staff, students, parents, ASC members, the LA, the DfE and visitors.  

Person Specification - Essential Criteria: 
· Proficiency and efficiency in a range of IT packages. The role will include use of Arbor, Office365 and Outlook

· Warm and welcoming demeanour both in person and on the phone

· An excellent communicator (both orally and in writing) 

· Exemplary attention to detail when scrutinising administrative tasks

· A can-do attitude 

· Willingness to adapt to changing circumstances and new ideas

· A solution-focused mindset and determined ‘no excuses’ approach to completing work

· Resilient, highly organised, and able to prioritise workload.

· Ability to work calmly under pressure.

· Commitment to continuing professional development.
· To respect confidentiality at all levels.

· Willingness to attend key events out-of-hours as directed by SLT
Main duties:
To provide clerical and administration for the Safeguarding, Attendance and Wellbeing Officer and DSLs including:
· Answer telephone

· Log tasks for planner as they arise from emails and phone calls in a timely manner
· Log absence emails and messages

· Log planned absences

· Monitor registers and absences, including N-codes, sending in-touch messages to absentees and follow-up all absences. 

· Follow up incomplete registers

· Alert the Safeguarding, Attendance and Wellbeing Officer and pastoral teams to emerging trends with regards to attendance and present reports in agreed style and format
· Co-ordinate registration of in year leavers and joiners
· Prepare data and analysis for regular attendance meetings and coordinate subsequent actions, including attendance letters and penalty notices.

· Attend regular meetings to discuss attendance

· Upload Ready to Learn attendance onto register, and maintain an accurate register
· Administer and communicate with alternative provision and managed moves schools. 

· Support interventions related to attendance and contribute to attendance meetings, under the direction of the Attendance and Safeguarding Officer, Assistant Head, Student Support, as necessary
· Responsibility for accuracy and production of fire registers
· Print and monitor register for special events
· Sending communications 

· Coordinate and chase internal and external exam absences 

· Filing

· New and leaving student administration 
· Order and replenishing stock 
· Facilitate work of the Safeguarding, Attendance and Wellbeing Officer and DSLs by preparing and organising data as requested 

· Administration of safeguarding paperwork

· Facilitate and monitor referrals to internal and external interventions and agencies

· Coordinate calendar and diaries, booking meetings as required 
· Generate information and data in preparation for and after parent meetings

· GDPR oversight

· Generate Microsoft forms for data collection from all stakeholders

· Contribute to collation of paperwork for aspects of OFSTED inspections and Governor hearings.
· Support with reports on request

· To undertake any other duties at a similar level and responsibility as may be required, as directed by SLT
· Cover other areas of pastoral care/administration/ first aid as required 

· To communicate with students in a calm but firm manner, supporting students to achieve their best

· To have a good understanding of SEN and safeguarding policy and practice.

The above duties are not exhaustive, and post holders may be requested to undertake activities reasonably assigned by the pastoral team and SLT.
What the Pastoral Administrator can expect from the Leadership Team:
· As much support, advice and guidance as required.
· An annual review meeting with the Safeguarding, Attendance and Wellbeing Officer
· Individual time with the Safeguarding, Attendance and Wellbeing Officer as required.
· Assistance with career and professional development, both internally and externally.
Hanley Castle High School is committed to safeguarding and promoting the welfare of children and young people and as such expects all staff and volunteers to share this commitment.

This Job Description will be reviewed annually by the post holder and their line manager as part of the school performance management Cycle. It may be reviewed at any other time after consultation with the post-holder.
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