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Attendance officer
GRADE: BP3
RESPONSIBLE TO: Vice Principal      
PATTERN: Term time + INSETS – Monday – Thursday 7.30am – 3.30pm – Friday 7.30am – 3pm 
With the ability to be flexible after this time for meetings with parents where necessary
CONTRACT: Permanent  

Key Purpose 
To monitor, support and improve student attendance across Years 7–13 by ensuring accurate daily records, following up on absences, and working closely with students, families and staff to remove barriers to attendance. The role provides early intervention, targeted support and clear communication with parents and external agencies, helping to promote good attendance, safeguard students, and contribute to the overall wellbeing and success of the school community.

The role will be but not limited to the following responsibilities: 

Attendance Duties
· Ongoing monitoring of attendance for students in Years 7–13, including daily checks of attendance and punctuality and follow‑up of first and subsequent day absences.
· Send texts to parents/carers who have not reported absences and track responses.
· Maintain accurate school registers and follow up on non‑attendance to lessons, including addressing incomplete registers.
· Identify students requiring attendance support, set individual improvement targets, and monitor progress.
· Liaise with Key Stage Leaders, Year Leaders, Safeguarding Team, SENDCo, Pupil Premium staff and other key colleagues to ensure collaborative support for students of concern.
· Raise attendance concerns with parents; meet with students and parents to provide guidance and support.
· Undertake home visits as part of early intervention work and implement Parent Contracts where appropriate.
· Liaise with the County Attendance Team to support whole‑school attendance improvement and individual students.
· Support Key Stage and Year Leaders in monitoring attendance, including logging behaviour sanctions related to attendance and helping to reward improved attendance (certificates, merits, prizes).
· Regularly produce academy‑wide attendance summaries and complete additional attendance reporting as required.
· Ensure the Whole School Attendance Tracker is kept updated with actions taken for individual students.
· Monitor lateness and work with staff to take appropriate actions for late students.
· Plan and implement strategies to improve student attendance.
· Liaise with the Local Authority regarding severe or persistent absence, including Penalty Notices where appropriate.
· Liaise with other schools when siblings attend local primary schools.
· Liaise with the Local Authority regarding Children Missing in Education (CME) and submit referrals as needed.
· Follow up when students are missing, escalate concerns to the DSL, and contact the police when appropriate.
· Be fully familiar with the Attendance (Student) Policy and ensure all procedures are followed.
Admin Duties
· Support with administration and distribution of correspondence when required.
· Undertake any additional reasonable duties as directed by the Line Manager or Principal.
Additional Responsibilities
· Participate in the Academy’s annual staff appraisal process.
· Maintain responsibility for health and safety within the working area and report concerns to line managers and the site team.
· Ensure full adherence to all Academy policies at all times.

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities.
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