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Sixth Form Study and Attendance Officer 

 
An ability to teach Sport would be an advantage 

 

22.5 hours per week 
 

Start: September 2022 

    

 

 

 

  

Applications should be made to the Denise Chick, the Headmaster’s PA, by Monday 20 June or asap by 
email (dmc@rgshw.com) or post.  Along with the completed application form, please include a letter of 
application and a current curriculum vitae, which should include the names, addresses, telephone 
numbers and email addresses of 2 referees.    

  

Those being called for interview will hear asap.  If you have not heard from us within two weeks of 
submitting your application, please assume that you have been unsuccessful.  In which case we thank 
you for applying and wish you well in your future career.  

  

  
The RGS is committed to promoting the safety and welfare of all pupils. 

Appointment is conditional upon at least two satisfactory references.   All staff are required, before taking up post, 
to undertake an enhanced criminal record check through DBS. 

  

  

 

 

  



 

 

Sixth Form Study and Attendance Officer 
 

Reporting to:   Director of Sixth Form 

 

Salary Point:   16 (£23,152 fte / £12,102 actual) 

 

 

 

Person specification: 

 

Could you oversee Sixth Form students, maintaining a quiet room and enabling them to get on with 
their private study?  You will need to register the group and deal with the administration of Sixth Form 
attendance whilst supervising.   You do not need to be a trained teacher for this role.  We are looking for 
someone who is positive and calm with a flexible ‘can do’ common sense attitude.  The applicant would 
be a team player, with an optimistic, cheerful outlook, able to build a good rapport with Sixth Form 
students. 

 

Please note there is no teaching of students required for this role. 

 

Skills and abilities: 

 

• Good written and verbal communication skills  

• Good IT skills 

• Able to work effectively as part of the team 

• Able to use own initiative 
• Flexibility to carry out responsibilities as and when needed 

 

 
  



 

 

Job Description 

Sixth Form Study and Attendance Officer 
 

 

 

Accountable to: Director of Sixth Form   

 

As Sixth Form Study and Attendance Officer: 

 

• To oversee Sixth Form private study periods, managing student behaviour under the guidance of the 
Director of Sixth Form. 

• To support students’ learning activities 
• To promote positive behaviour 
• To develop and promote positive relationships 
• To prepare and maintain the learning environment 
• To administer Sixth Form Attendance 
• To follow up late arrivals and issue detentions 
• To chase unexplained absences from registrations 
• To issue trend reports to the Sixth Form team 
• To input necessary MIS data 
• To manage Leave of Absence requests 

 
• To undertake other duties of an appropriate nature as may be reasonably required by the Headmaster. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 

Hours of Work:  

 

• 09:00 – 13:30 

• Term time only 

 

Salary:  

 
• There is also the opportunity to undertake additional hours in the following areas: 

o Games 
o Cover work for Years 7-11 for Periods 7 & 8 (at £11.99)  
o Additional admin support tasks 

  



 
 

General Information 
 
This is general information for all who apply for a post at RGS.  Some of it will not be relevant to this post, but I 
trust that you will find it useful in forming a picture of the School. 
 
Support staff at RGS 

Support staff at RGS provide a vital role in ensuring that the School not only runs smoothly but continues to 
develop.  Whether joining one of the administration teams, being a technician, a support assistant, gap student, 
and working on the finances or around the extensive school estate, RGS welcomes colleagues from all 
backgrounds to bring an added dimension to our staff body. A range of roles exists from part time, term time only 
to full time and support staff have excellent opportunities to contribute towards school life.  Although we do not 
ask our support staff to undertake teaching roles, we warmly encourage participation in school trips and co-
curricular activities. 

Facilities at RGS 

• All-weather sports facilities. 
• Rolling programme of classroom and laboratory refurbishment into ‘state of the art’ learning spaces 
• Purpose-built language and music suites. 
• The Rennie Mathematics Building with extensive, modern facilities 
• Purpose-built Fraser Youens Boarding House for 70 boarders    Boarding video 

Salary, benefits and wellbeing at RGS 

Support staff are paid on the RGS scales, which are closely related to the locally negotiated Buckinghamshire 
Council pay range.  For the benefit of support staff, the School participates in the Local Government Pension 
Scheme.  We are a mutually supportive team and endeavour to ensure that all staff have a healthy work / life 
balance. 

We offer 
• Excellent pension scheme 
• Cycle to work scheme 
• Free membership of the School’s Fitness Suite 
• Free use of the swimming pool 
• Tax efficient purchases of gadgets through the 

tech scheme 
• Staff common room with free tea & coffee 
• On site hot and cold food 
• Social functions/concerts/plays etc 
• Car parking onsite  
• Accommodation (limited) 
• Long service awards 

Wellbeing 
• Staff football 
• Staff Yoga 
• Staff badminton 
• Staff tennis 
• Staff touch rugby 
• Christmas party 
• Secret Santa 
• Secret buddy 
• Wellbeing group meetings 
• Common Room cake day 
• Wellbeing week 
• End of term get-togethers 

 

Common Room at RGS 

The Common Room exists as a formally constituted body of the teaching and support staff within the School. The 
committee consists of a Chairman, Treasurer and Secretary. The Common Room provides a cohesive, stimulating 
and enjoyable environment and a variety of social functions are organised throughout the year. 

The Common Room is well equipped and includes tea and coffee making facilities, provided free of charge to all 
staff, a lounge, kitchen area and staff shower rooms. The Common Room subscribes to a range of national and 
local newspapers and journals.  On a day-to-day basis, the Common Room acts as an important facility for staff 
to meet socially, collect mail and circulars, share information with others and relax! 
 

https://youtu.be/j5Wnf2ed1f0


Appointment 
The Royal Grammar School is committed to safeguarding and promoting the welfare of its pupils and expects all 
staff and volunteers to share this commitment. All appointments are subject to: 
• the obtaining of an enhanced DBS clearance; 
• confirmation of your eligibility to work in the UK; and 
• receipt of two satisfactory references. 
 
Equal Opportunities 
The Royal Grammar School is committed to equal opportunities for all its students and staff, irrespective of race, 
colour or nationality, gender, marital status, family circumstances, religion, sexual orientation, age or disability. 
There will be no discrimination on these grounds, or for any other reasons which cannot be shown to be justified. 
Students applying for admission to the school and candidates for posts at the school will be treated according to 
school policies on admission and recruitment and with regard to British and European legislation. Attention will be 
paid to the importance of equal opportunities education in both the formal and informal curriculum and our 
curriculum will be reviewed at frequent intervals to ensure that this policy is reflected in practice. The Headmaster 
is responsible to the Governors for monitoring this policy. The school operates an Equality Cohesion Policy.  The 
School is a non-smoking establishment. 

Our vision for RGS 
• For RGS to become a world-class school in all respects 
• To be the boys’ school of choice in south Buckinghamshire where young men are nurtured to become the 

inspirational leaders of tomorrow. 
 
Our commitment to your development 
Staff at RGS are dynamic, talented and innovative.  We have an excellent reputation in preparing colleagues for 
the next stages of their career whether as teachers or support staff. We pride ourselves in attracting and retaining 
staff of the highest quality, supported by outstanding provision of professional development.  It is difficult to 
encapsulate the spirit of RGS in words, but suffice it to say that all who work here regard it as a very special school 
indeed. Alongside a commitment to excellence is the sense of belonging to an exceptionally friendly community, 
where there is always genuine support for colleagues.  To see the full range of activities undertaken at the school, 
we would encourage you to visit our website (www.rgshw.com).  

High Wycombe 
The Royal Grammar School is about one mile from the centre of High Wycombe, which has a large shopping 
centre, several out-of-town shopping areas, a theatre, two multiplex cinemas, new sports centre with a 50m 
competition pool and a large Waitrose.  High Wycombe is 25 minutes from London Marylebone on a fast train, 
the station being 10 minutes’ walk from the school.  The town is well-served by cultural and sporting activities.  
There is little housing in the town itself though within a short distance the suburbs, with a range of housing stock, 
commence in all directions. High Wycombe is surrounded by attractive villages, which offer a range of housing 
from idyllic cottages to large detached properties in the countryside. The town of Marlow, an attractive riverside 
market town, is a few minutes’ drive and Oxford is easily reached via the M40 or by train.  Buckinghamshire is 
renowned for its schools with a range of excellent state primary schools, prep schools, grammar schools and non-
selective secondary schools. 

How to apply 
Along with a completed application form, further information should include a letter of application and a current 
curriculum vitae.  Your application can either be completed online or emailed to the Headmaster’s PA 
(dmc@rgshw.com)  
 
Interviews 
Those being called for interview will hear within two days of the deadline when full details of the interview process 
will be given.  All candidates invited for interview will be required to prove their identity and their entitlement to 
work in the UK.  
 

http://www.rgshw.com/
mailto:dmc@rgshw.com

