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PASSMORES COOPERATIVE LEARNING COMMUNITY


Job Description

Position: Attendance Assistant ( 30 hours )
Line Manager: Family Liaison Officer – Sam Keys-Kidd

Performance Management Reviewer: Family Liaison Officer - Sam Keys-Kidd

Purpose of Role:

To provide the Family Liaison Officer administrative support in improving school attendance by monitoring, reporting, and promoting student attendance, liaising with families, and ensuring compliance with attendance policies and statutory regulations.
Key Responsibilities:

Attendance Support
· Assist with preparing reports and case files for meetings, referrals, and statutory processes.

· Supporting with home visits, school meetings, and attendance panels where required.

· Liaise with pastoral teams and external agencies under the direction of the Attendance Manager and Family Liaison Officer.

Parent, Staff & Student Communication:
· Communicate with parents/carers regarding attendance concerns in a supportive and professional manner.

· Help organise and send attendance letters and related documentation.

· Provide first-line advice to parents/carers about the importance of regular school attendance.
· Produce, update, and maintain attendance dashboards for individual students, cohorts, and key groups and school information displays.
Data & Reporting:
· Generate regular attendance data reports for internal and external use in liaison with the Assistant Data Lead and Trust Data Lead to ensure the focus for declining attendance is accurately managed and monitored.
· Comprehensive use of the school system Attend to help support with the drive to improve attendance and persistent absence.
· Generating certificates/rewards for attendance.
· Generate statistics for lateness and truancy for pastoral and senior leadership teams.

· Maintain accurate records of communications, interventions, and outcomes.

· Contribute to the evaluation of attendance strategies and interventions.

Administrative Duties:
· Maintain confidentiality and ensure data protection compliance.

· Carry out general administrative tasks related to attendance and welfare as directed.

· Ensure all school communications and display boards are updated with the latest information.
Other Duties:

· You may be expected to take on additional tasks not originally outlined in your job description.  These could include, First Aid, Student Services or Reception cover or any other duties reasonably required by the senior leadership team.
Whole School

· To participate in the performance and development review process, taking personal responsibility for identification of learning, development, and training opportunities in discussion with line manager.

· To comply with individual responsibilities in accordance with the role for health & safety in the workplace.

· To ensure that all duties and services provided are in accordance with the academy’s Equal Opportunities Policy.

· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

Well-Being and Mental Health

As a member of staff at PCLC, we take responsibility for looking after our own mental health and wellbeing and that of other adults and children by:

· Supporting and adopting evidence-based practice from credible organizations (e.g. Mind), which have been proven to improve and sustain positive mental health and wellbeing for children and adults.
· Developing knowledge and awareness of how children's mental health can impact on their wellbeing and development. 
· Managing our own health and wellbeing, by adopting good health behaviours (for example in relation to diet, exercise, alcohol consumption and smoking).
· Informing a line manager or mental health first aid team member if concerned about the mental health or wellbeing of ourselves or of others.
· Tackling and challenging any stigma regarding mental health and offering support, kindness and understanding to others in need.

In addition to the above areas, the postholder is responsible for the following actions:

Liaising with line manager, relevant support staff, subject staff, pastoral staff, LA staff, parents/carers and outside agencies, as and when required.
Health and Safety

1. To assist with the carrying out of risk assessments.

2. To ensure that Health and Safety policies and procedures are followed.

Other specific duties

1. To play an active part in the life of the school community

The job description is current at the date shown, but, in consultation with you, may be changed by a co-principal to reflect or anticipate changes in the job commensurate with the grade and the job title.

Vic Goddard 

CEO
January 2026 
