










 

Role Summary:  

To be the Attendance Officer for the school, improving school attendance through the effective 
working with students, families, pastoral support teams and External EWO and other agencies. To 
analyse data to guide and advise the school on interventions, evaluate their impact and improve on 
base figures for attendance and punctuality as set by the DfE. 

Key Accountabilities: 

• To ensure school records and data relating to pupil attendance are maintained effectively   

• To ensure all registers are completed in a timely manner and no missing marks or 
unexplained absences remain. 

• To check and remind any necessary staff to complete registers and to monitor the accuracy 
of registers 

• To follow School Policy of ‘first day contact’ within the school 

• To ensure all unexplained absences are accounted for or send letter requesting an 
explanation 

• Prepare paperwork required for SAMS & Case Discussions 

• Completion of CME referrals & Tracking and Fixed Penalty Notices and tracking of progress 

• To liaise with Alternative Providers, Social Workers, Welfare Call & Virtual School daily to 
monitor attendance 

• To play a part in implementing the missing child protocol, when required & lates 

• First Aid Cover 

Supervision & management: None 

Resources responsibility: None 

Qualifications: 

• 5 GCSE’s A*-C incl. English and Maths or equivalent 

• Level 2 

Key Contacts and Relationships: 

Internal 

• SLT 

• Teachers/Year Leaders 

• Support Staff 

External 

• Parents/Guardians 

• Education Welfare Officer 

Knowledge & Skills: 

• Experience working in an Education setting.  

• IT literate including confidently using Microsoft Office. 

• Excellent communication and interpersonal skills. 

• A flexible approach to working individually and as part of a wider team. 

• Be able to analyse a range of situations and take effective action. 








