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JOB DESCRIPTION
Attendance Officer
Grade: 	4		 

Responsible to 	Assistant Headteacher: Attendance, Safeguarding and Behaviour

Purpose of the Job
The Attendance Officer plays a key role in promoting excellent attendance and punctuality across the school. Working closely with pupils, families, Heads of Standards, school leaders and external agencies, the postholder will monitor attendance, identify barriers to regular attendance and provide timely support and intervention to help every pupil attend school consistently. Through accurate data analysis, effective communication and a proactive approach, the Attendance Officer will contribute to improving attendance outcomes, safeguarding pupils and ensuring that every child has the best possible opportunity to achieve their potential.

Responsibilities and duties

Attendance Monitoring and Daily Procedures

· Act as the first point of contact for attendance and absence matters.
· Monitor daily attendance registers to ensure completion and accuracy in line with school policy and statutory requirements.
· Follow up unexplained absences promptly through calls, texts, emails or other agreed communication methods.
· Identify missing students during the school day and initiate safeguarding and welfare procedures immediately where appropriate.
· Maintain accurate and up-to-date attendance records using the school management information system (SIMS).
· Process late arrivals, term-time leave requests and other attendance-related documentation.
· Ensure attendance coding is accurate and compliant with DfE and local authority guidance.

Attendance Analysis, Reporting and Intervention

· Produce regular attendance reports for senior leaders, pastoral teams and governors.
· Analyse attendance and punctuality data to identify trends, vulnerable groups and students at risk of persistent absence.
· Lead or contribute to attendance panels, review meetings and intervention planning.
· Coordinate targeted intervention strategies for students with poor attendance or punctuality.
· Monitor the impact of interventions and adapt approaches where necessary.
· Support the implementation and review of the school attendance policy and procedures.

Working with Families and External Agencies

· Develop positive and professional relationships with parents and carers to encourage improved attendance.
· Provide advice and guidance to families regarding attendance expectations and legal responsibilities.
· Arrange and attend meetings with parents/carers, students and external professionals to address attendance concerns. 
· Identify, and where possible, mitigate potential barriers to attendance in partnership with families  
· Liaise effectively with external agencies including the Local Authority, Education Welfare Service, Early Help, Social Care and safeguarding professionals.
· Contribute to multi-agency plans and meetings where attendance is a concern.
Safeguarding and Compliance

· Work in line with Keeping Children Safe in Education, safeguarding procedures and school policies.
· Recognise when poor attendance may indicate wider safeguarding or welfare concerns and escalate appropriately.
· Implement Children Missing Education (CME) procedures where required.
· Support legal and statutory attendance processes, including referrals, penalty notices and evidence gathering.
· Maintain confidential and accurate records of all interventions, communications and actions.
· Ensure all attendance procedures comply with data protection and confidentiality requirements
General

· Provide administrative support relating to attendance, punctuality and welfare procedures.
· Participate in appraisal, training and professional development opportunities.
· Work collaboratively with teaching and support staff to promote a culture of excellent attendance.
· Undertake any additional duties commensurate with the grade of the post as directed by the Headteacher or line manager.

The Assistant Headteacher or other member of SLT will evaluate the performance of the role by:
· Effectiveness in improving attendance outcomes. 
· Proactive identification and resolution of attendance concerns. 
· Impact of interventions with pupils and families. 
· Accuracy and efficiency of attendance systems and records. 
· Quality of communication and partnership working. 
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> October 2012 Newsletter

> Work Started on New Website:

> Opening Liturgy and Consecration
of the New Chapel

> Video Flythrough of the School
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