

	                                                                  
JOB DESCRIPTION


	POST TITLE: Attendance Manager
	SALARY: Level 6

	CONTRACT TYPE: Permanent
	RESPONSIBILITY TO: Deputy Headteacher



	PURPOSE OF THE ROLE

	To lead, manage and strategically improve whole-school attendance and punctuality, ensuring robust systems, early intervention, and sustained impact on student outcomes. The postholder will play a key role in safeguarding, multi-agency working, and supporting vulnerable students and families.

	KEY RESPONSIBILITIES

	1. Strategic Attendance Leadership

	· Lead the implementation, monitoring, and continuous improvement of the school’s attendance strategy.
· Analyse attendance data to identify trends, vulnerable groups, and priorities for intervention.
· Provide regular reports to senior leaders, highlighting patterns and recommending actions.
· Contribute to whole-school improvement planning relating to attendance and punctuality.
· Ensure compliance with DfE guidance and statutory attendance expectations.

	2. Operational Management of Attendance Systems

	· Oversee the accurate daily recording of pupil attendance and punctuality.
· Ensure all registers are correctly coded in line with national guidance.
· Develop and maintain efficient systems for first-day response and ongoing absence tracking.
· Ensure all unexplained absences are followed up promptly and robustly.
· Monitor and quality assure attendance processes across the school.

	3. Intervention & Case Management

	· Identify pupils and groups requiring targeted attendance support.
· Lead on early intervention strategies to prevent persistent absence.
· Manage complex attendance cases, including persistent and severe absence.
· Conduct home visits and direct family engagement where appropriate.
· Develop personalised support plans for students and families.

	4. Safeguarding & Welfare

	· Act as a key member of the safeguarding team, ensuring attendance concerns are linked to safeguarding risks.
· Escalate concerns in line with school safeguarding procedures.
· Monitor vulnerable students, including those with child protection plans or social care involvement.
· Ensure all students missing education are tracked and reported appropriately.

	5. Legal & Statutory Processes

	· Lead on the implementation of attendance-related sanctions, including penalty notices and court proceedings.
· Prepare evidence and documentation for legal processes where required.
· Ensure all processes are compliant with local authority and national legislation.
· Liaise with the Local Authority regarding enforcement action.

	6. Multi-Agency & Stakeholder Engagement

	· Build and maintain strong relationships with parents/carers to improve attendance.
· Lead meetings with families to address attendance concerns and agree actions.
· Work collaboratively with external agencies (e.g. social care, EWO, alternative provision).
· Represent the school at multi-agency and attendance panels.

	7. Reporting & Accountability

	· Produce accurate, timely attendance reports for senior leaders and staff.
· Track and evaluate the impact of attendance interventions.
· Support statutory returns to the Local Authority and DfE.
· Use data to drive continuous improvement.

	8. Support for Students Off-Site

	· Monitor and track attendance of pupils in alternative provision or suspension.
· Ensure safeguarding and engagement for students educated off-site.
· Liaise with providers to ensure accurate attendance reporting.

	9. General Administration & Systems Leadership

	· Maintain accurate records and documentation in line with GDPR.
· Develop and improve attendance systems and workflows.
· Support staff training on attendance processes and expectations.
· Contribute to wider school administrative functions where required.
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PERSON SPECIFICATION

	Attendance Manager



	EDUCATION AND QUALIFICATIONS
	ESSENTIAL/DESIRABLE

	HOW IDENTIFIED
A = application
I = interview
R = reference

	Qualifications & Training

	Good standard of education (GCSE or equivalent including English and Maths)
	E
	A

	Relevant administrative or pastoral qualification
	D
	A

	Training in safeguarding, attendance or child protection procedures
	E
	A & I

	Evidence of continued professional development
	D
	A & I

	Experience

	Experience of working in a school or similar environment
	E
	A

	Experience of managing pupil attendance and punctuality systems
	E
	A

	Experience of working with external agencies (e.g. EWO, social care)
	E
	A & I

	Experience of leading on attendance improvement strategies
	D
	A & I

	Experience of supervising or guiding other staff
	D
	A & I

	Knowledge & Understanding

	Knowledge of attendance legislation and statutory requirements
	E
	I

	Understanding of safeguarding and child protection procedures
	E
	I

	Knowledge of school systems (e.g. MIS such as SIMS/Bromcom)
	E
	A & I

	Understanding of barriers to attendance and strategies to address them
	E
	I

	Awareness of data protection and confidentiality requirements
	E
	A & I

	Skills & Abilities

	Ability to analyse attendance data and produce reports
	E
	I

	Strong organisational and administrative skills
	E
	I & R

	Ability to prioritise workload and meet deadlines
	E
	I & R

	Ability to communicate effectively with students, parents and professionals
	E
	I & R

	Ability to challenge and support families to improve attendance
	E
	I & R

	Ability to work independently and use initiative
	E
	I & R

	Ability to contribute to whole-school attendance strategy
	D
	I & R

	Personal Qualities

	Professional, reliable and resilient
	E
	I & R

	Ability to maintain confidentiality at all times
	E
	R

	Commitment to safeguarding and promoting the welfare of children
	E
	I & R

	Ability to work as part of a team
	E
	I & R

	Flexible approach to working practices
	E
	I & R
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