
Attendance & First Aid Assistant - Salary:  £25,989 pa pro rata  

30 hours per week - term time only 



https://www.stcatherines.college/




Job description 

Attendance & First Aid Assistant 

Salary:  £25,989 pa (pro rata) 

Hours:  30 hours per week - term time only 

Actual salary:  £18,670 

                                  

Main Purpose of the Job 

 

We are seeking a dedicated and proactive Attendance & First Aid Assistant to play a key role in promoting excel-
lent student attendance and supporting the health and wellbeing of our school community. 

You will work as part of the Attendance Team to ensure daily attendance systems are accurate, effective, and sup-
portive of student progress.  Alongside this, you will provide high-quality first aid and healthcare support, maintaining 
accurate records and promoting student welfare. 

As this is a newly created post, there will  be scope to shape and develop the role as the College’s needs evolve. 

 

Key Responsibilities 

 

Attendance 

 

1 Support the Attendance Team in maintaining accurate daily attendance records and following up on absences. 

2 Contact parents/carers regarding unexplained absences in a timely and professional manner. 

3 Meet regularly with students and groups to encourage improved attendance and punctuality. 

4 Sign in students arriving late and support them in developing better timekeeping habits. 

5 Input and manage attendance data accurately using Arbor and associated communication systems. 

6 Prepare and distribute attendance letters, reports, certificates, and rewards. 

7 Provide first-line contact for attendance queries from parents/carers. 

8 Maintain confidentiality and comply with data protection requirements at all times. 

9 Undertake general administrative duties to support attendance monitoring and intervention. 

 

First Aid and Student Health 

 

1 Be a qualified First Aider (training provided if necessary). 

2 Act as a first point of contact for students requiring medical attention during the school day. 

3 Administer first aid and respond to medical incidents calmly and effectively. 

4 Ensure that there is constant First Aider cover and back-up. 

5 Disseminate training and updates to the team of First Aiders. 

6 Maintain the register of trained First Aiders and arrange training/refreshers as required. 

7 Manage and maintain first aid supplies across the school site. 

8 Maintain accurate health and accident records in line with school policy and legal requirements. 

9 Create, update, and manage Individual Health Care Plans (IHCPs) in collaboration with staff and parents/carers. 

10 Support the work of a colleague within the attendance team to ensure all student medication is up to date, stored 
correctly, and administered safely. 

 



 

Person Specification 
 

 

Qualification and Training 

 

Good level of general education, including GCSE (or equivalent) in English and Maths (Grade C / Level 4 or above). 

First Aid Qualification (or willingness to complete training). 

Additional training in safeguarding, medical administration, or attendance management is desirable. 

 

Experience 

 

Experience in the following areas is desirable rather than essential; full training and support will be provided for the 
right candidate. 

 

Experience working with children or young people, ideally in a school or college environment. 

Experience providing first aid or basic medical support. 

Experience using information management systems (e.g., Arbor) and maintaining accurate data. 

Experience in administrative or clerical roles, including record keeping and correspondence. 

 

Skills and Knowledge 

 

Excellent communication and interpersonal skills, with the ability to build positive relationships with students, parents, 
and colleagues. 

Strong attention to detail and accuracy in data entry and record management. 

Ability to prioritise, manage time effectively, and work under pressure. 

Sound understanding of confidentiality, safeguarding, and data protection. 

Ability to respond calmly and effectively to emergencies. 

Competent in Microsoft Office and general ICT systems. 

 

Personal Qualities 

 

Positive, professional, and approachable manner. 

Resilient and adaptable, with a flexible approach to changing priorities. 

Committed to promoting the College’s values:  Ambition, Hard-working, Resilient, Responsible. 

Reliable, punctual, and committed to maintaining high standards or attendance and conduct. 

Willingness to contribute to the wider life and ethos of St Catherine’s College. 

Sensitive and empathetic to the needs of students. 

 



Monday 1 December 2025 


