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ST NICHOLAS CHURCH OF ENGLAND PRIMARY SCHOOL
JOB PROFILE

WELFARE AND ATTENDANCE ADMINISTRATOR

JOB TITLE:


WELFARE AND ATTENDANCE ADMINISTRATOR
Job Context:
St Nicholas Church of England Primary School, Shepperton, is a large voluntary aided school, for 4 to 11 year olds.  Surrey County Council (the Local Education Authority) supports St Nicholas School in its work, together with the London Diocesan Board for Schools.  The school was established in 1833 to meet the needs of the Parish.

Location:


St Nicholas Church of England Primary School

Manor Farm Avenue, Shepperton, TW17 9AD

JOB PURPOSE:
To undertake a range of general welfare, administrative, financial and manual duties in support of the staff and children.

To comply with the Local Authority regulations and the school’s own policies and procedures.

Accountable to:
Ultimately:

The Governing Body (Employers)

and the Headteacher

For Management: 
Office Manager


For Appraisal: 

Office Manager

Accountable for:
For Management: 
None


For Appraisal:

None

Key accountablITIES:

Safeguarding

Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to the appropriate person.  
Medical

· Provide First Aid to children and staff;

· Take appropriate action regarding individual health issues such as accidents and illnesses e.g. allergies, diabetes, etc.;

· Ensure that, in consultation with the Headteacher, that Individual Health Care Plans are in place, as required; 

· Maintain accident records and provide information as necessary to school and Surrey County Council;

· Contact parents/carers in respect of health problems, if appropriate;

· Contact emergency services/hospital when necessary;

· Liaise with the Local Health Authority, Surrey County Council and other relevant organisations to arrange health visits for children;

· Assist children in their general well-being e.g. use of toilet, change of clothes, cleaning affected areas following accident or illness;

· Gather necessary health and welfare related information from, and for, Local Health Authority and Surrey County Council where required;

· Ensure medical and dietary needs are catered for by kitchen, in PE and on school trips 

· Maintain First Aid supplies and First Aid kits for welfare, school day trips and residentials;

· Ensure that medication is stored securely

· Ensure welfare area is clean and tidy and leave sink clear at end of day.

Attendance and Absence
· Ensure daily attendance registers are completed in SIMS

· Follow up unexpected absences per school policies;

· Provide absence reports when required;

· Prepare attendance letters for approval 

· Meet with the Inclusion Team (was Education Welfare) regularly to discuss school absence rates

School Meals

· Maintain pupil and staff records on Tucasi (on-line payment system) and provide daily information to the school kitchen;

· Maintain adult meal choice data and communicate to kitchen;

· Provide weekly reports to Surrey County Council in respect of school meals;

· Collect dinner money (children and staff) and keep safe for banking;

· Prepare dinner money debt letters for approval 

· Ensure Free School Meals entitlement is correctly recorded in SIMS and Tucasi

Administration

· Maintain records and provide information in respect of pupil details and welfare

· Manage Data Collection sheets and maintain pupil records in SIMS 

· Support starters and leavers administration, including statutory reports for pupil transition (CTF files). 

· Assist with Year End processes in SIMS and Tucasi 

· Assist with school office administration tasks

· Arrange school photographs and their distribution, including update of staff photo board

Information Technology

· Use the administrative computer network for relevant tasks:

· SIMS.net:


Pupil information and report generating;

· SIMS Attendance:  

Class registers and associated information;

· Tucasi:



Transaction information and report generating;

· Word:



Word-processing;

· Excel:



Transaction recording and spreadsheets;

· Office 365:


Email;

· Internet Explorer:

Web-based information gathering/sending

· Other:


          
With appropriate support and training, utilise 

other software introduced as necessary;

Other Duties

· Keep lost property tidy and return to families where possible; 

· Maintain spare clothing stores for in case of accident

· Undertake other duties, as requested by the Headteacher and School Business Manager.

· Participate in training as required  
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