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Attendance Officer Job Description
Post: Attendance Officer
Salary: SS2.3 £25,360 FTE
Contract type/term: 20 hrs per week, term time 
Responsible To: Attendance Lead/Senior Leadership Team

Purpose of Job:
To work closely, communicate with pupils, families, and staff to support a culture of excellent attendance and punctuality.  To ensure the school meets statutory responsibilities regarding attendance recording, safeguarding, and reporting.  To support pupil attendance across the school by monitoring, tracking, and analysing absence data.  
Specific Responsibilities:
· Maintain accurate daily attendance records on the school’s MIS (SIMS).
· Conduct morning and afternoon registration checks and follow up on unexplained absences.
· Ensure attendance codes are applied correctly in line with statutory and school policies.
· Produce daily, weekly, and termly attendance reports for senior staff and governors.
· Carry out first-day absence calls, texts, or emails to parents.
· Liaise with Pastoral Team and other relevant staff where appropriate.
· Liaise with the Attendance Team and Designated Safeguarding Lead (DSL) where absence patterns indicate potential risk.
· Identify pupils who are persistently absent and implement strategies to improve attendance.
· Meet with pupils and parents to challenge poor attendance and agree targets.
· Work with the Pastoral team, SEND team, SG team, and external agencies as required.
· Conduct home visits when necessary (following safeguarding protocols).
· Maintain clear and organised attendance records.
· Support the preparation of legal processes, such as penalty notices or court referrals, where attendance does not improve (where required).
· Ensure the school complies with DfE guidance/requirements.
· Promote the importance of good attendance and punctuality through parent communication.
· Provide guidance to pupils and parents about attendance expectations.
· Work collaboratively with staff to support reintegration plans following prolonged absence.

Person Specification
Qualifications and Training
Essential:
· Experience working in an educational or administrative environment.
· Data management and IT skills.
· Excellent communication and interpersonal skills.
· Ability to work independently and manage competing priorities.
· Understanding of safeguarding and confidentiality.
· Ability to remain calm and professional in difficult situations.
Desirable:
· Experience with MIS systems (SIMS).
· Experience working with children, families, and multi-agency teams.
· Knowledge of school attendance legislation.













The Eastwood Academy is committed to safeguarding and promoting the welfare of children. All appointments will be subject to a satisfactory completion of safeguarding checks.
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