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Job Description

Job Title: Attendance Manager

Grade: Grade 8 (Pt 12-15)
Contract: Permanent
Start Date: June/July 2026 or September 2026
Hours: 37 hours per week
Weeks per annum: 39 weeks
Responsible to: Assistant Headteacher – Student Culture
Core Hours:
· Monday–Thursday: 8:00am–4:00pm
· Friday: 8:00am–3:30pm
· 30 minutes lunch break each day

Core Purpose of the Role
To improve student attendance and punctuality by leading systems, interventions and partnerships that remove barriers to attendance, promote high expectations and ensure every student is supported to engage fully with their education.

Key Responsibilities
1. Attendance Strategy, Systems and Intervention
· Lead the management of the school’s attendance tracking, monitoring and intervention systems to meet agreed attendance targets.
· Design and implement accurate attendance reporting systems, ensuring a strong focus on disadvantaged students and students with SEND.
· Use regular attendance analysis to identify patterns in absence, punctuality and internal truancy, enabling swift and effective intervention.
· Lead the school’s absence intervention programme, ensuring targeted, proportionate and timely support for identified students.
· Build positive, professional relationships with students and families through regular communication, meetings and home engagement.
· Collate and analyse attendance information as part of a cohesive and effective Parkside Pastoral Team.
· Contribute to, and where appropriate lead, attendance review meetings involving staff, students, parents/carers, governors and external agencies.
· Work closely with colleagues to ensure consistent attendance messaging, practice and follow‑up in line with school expectations.


2. Admissions, Transition and Legal Processes
· Lead and manage all student admissions in line with Derbyshire County Council (DCC) procedures, including: 
· Primary to secondary transition
· Of-site directions
· LAIYTS placements
· New arrival inductions
· Manage attendance‑related legal processes, including: 
· Fixed Penalty Notices
· Prosecution of persistent absence cases
· Liaison with the DCC Penalty Notice Team
· Lead on processes linked to: 
· Elective Home Education
· Children Missing from Education
working closely with the Assistant Headteacher, Designated Safeguarding Lead and DCC CME Team.
· Liaise effectively with feeding schools, curriculum leaders and external agencies to ensure smooth transition and continuity of support.

3. Extended Services and Wider Engagement
· Work with senior leaders and year teams to plan and support extended school services that promote engagement, including Parkside Pick‑Up.
· Advise leaders on statutory and legal requirements relating to attendance and extended provision.
· Maintain and develop systems to monitor and improve engagement, contributing to whole‑school risk management and evaluation.
· Support attendance panels, rewards, sanctions, home visits and formal escalation processes as required.

4. Reporting, Compliance and Quality Assurance
· Manage the production, accuracy and quality assurance of attendance information for senior leaders, governors, Embark Federation and external bodies including the DfE.
· Maintain high standards of data protection, confidentiality and information security.
· Provide clear, analytical reports that demonstrate impact, trends and next steps.

5. Safeguarding, Health and Safety and General Duties
· Act in accordance with the school’s safeguarding policies, liaising closely with the DSL or Deputy DSL regarding attendance‑related safeguarding concerns.
· Deal appropriately with emergencies and issues in line with school procedures.
· Lead responsibility for registers during fire drills and emergency evacuations, reconciling attendance records to ensure all individuals are accounted for.
· Undertake Fire Marshal duties where applicable.
· Support on‑call and duty rotas as required.
· Carry out any other duties commensurate with the level and responsibilities of the post.



Person Specification

Qualifications and Training
· Good general education, including GCSEs (or equivalent) in English and Mathematics.
· Training or background in data protection, information security or IT (desirable).

Experience
· Experience of working within an educational setting (desirable).
· Experience of managing information systems and processes.
· Experience of using school MIS systems (Arbor desirable).
· Experience of using data analysis systems (e.g. SISRA).
· Confident use of Microsoft Office (Word, Excel and PowerPoint).
· Knowledge or experience of UK data protection legislation.

Skills, Knowledge and Abilities
· Strong data management and analytical skills.
· Ability to review, interpret and present complex information clearly.
· Excellent organisation and prioritisation skills in a high‑pressure environment.
· Strong interpersonal, communication and negotiation skills.
· Ability to operate calmly, professionally and solution‑focused.
· Creative problem‑solving and a positive attitude to change.
· Strong teamwork combined with the ability to work autonomously.
· High levels of confidentiality and professional integrity.
· Commitment to inclusion, equality of opportunity and student wellbeing.

Behavioural Competencies
· Accountability and reliability.
· Adaptability and resilience.
· Attention to detail.
· Initiative and proactivity.
· Ability to work effectively under sustained pressure.
· A sense of humour and strong personal professionalism.

Other Requirements
· Commitment to supporting senior leaders and governors in implementing strategic decisions.
· Evidence of collaborative, participative working.
· Ability to work effectively with families, governors, community partners and the staff across the Embark Federation.
· Commitment to ongoing professional learning and development.
· Strong attendance and punctuality.
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