Job Title: Attendance Officer
Reports to: Deputy Headteacher
Member of: Guidance & Achievement Team and the Safeguarding Team
Main purpose
· Foster a collaborative partnership between the school, families, and external agencies to improve attendance.
· Contribute to the promotion of the whole-school culture that values and prioritises good attendance.
· Monitor and report on whole-school attendance data, analysing trends to identify key areas of concern.
· Act appropriately when persistent absence becomes a safeguarding concern.

Duties and responsibilities
Administration 
· Ensure daily attendance registers are accurate and complete, following up with staff about any incomplete, inaccurate or missing data.
· Follow up on unexplained absences with parents/carers, escalating issues as per school procedures.
· Initiate and oversee absence management processes, including issuing letters, conducting attendance contract meetings and engaging with external agencies as needed.
· Support the MIS manager to manage attendance returns for the school census.
· Administer the process of issuing penalty notices to parents in line with statutory requirements.
· Recommend, complete and return external support paperwork for families, including Early Help referrals and Interagency Referrals where appropriate. 
· Manage and respond to students who are on the “high risk” register alongside the “on call” team and ensure all students are accounted for and incidents of truancy are followed up promptly.
· Maintain professional, accurate and detailed records of all communications with parents/carers and relevant interventions.
· Ensure that attendance registers are readily accessible in case of a fire alarm or emergency, enabling swift and accurate student checks.
Monitoring and reporting 
· Regularly produce and analyse attendance reports for school leaders, highlighting key statistics, reasons for absence, and emerging patterns of concern.
· Identify and monitor attendance trends among vulnerable groups, sharing insights with school leaders and external agencies where appropriate.
· Identify students in need of targeted attendance interventions and coordinate necessary support.
· Collaborate with school leaders to implement tailored attendance improvement plans.
· Initiate regular attendance check-ins to assess the effectiveness of interventions.
· Contribute to the development, review, and implementation of the school’s attendance strategy through weekly meetings with the Attendance Champion.
· Implement Children Missing Education (CME) procedures where appropriate.
Working with parents/carers 
· Build strong, collaborative relationships with parents/carers to support consistent school attendance and punctuality.
· Coordinate and participate in meetings with parents/carers and pupils to:
· Discuss attendance concerns.
· Develop and agree on action plans.
· Track progress toward attendance goals.
· Conduct home visits to address attendance concerns, assess barriers, and provide tailored support in line with safeguarding and school policies.
· Work closely with parents/carers to address barriers to attendance, ensuring a holistic and inclusive approach to improving outcomes using the attendance toolkit for guidance.
Other areas of responsibility 
Safeguarding 
· Follow statutory safeguarding guidance (e.g., Keeping Children Safe in Education, Prevent) and adhere to school safeguarding and child protection policies.
· Work as a key part of the safeguarding team in the school.
· Recognise and act when persistent absence indicates safeguarding risks, initiating early help interventions as needed.
· Work with the Designated Safeguarding Lead (DSL) to support students’ best interests and share concerns appropriately.
· Promote the safety and well-being of all students at every opportunity.
· Deputies in the medical area as cover is required.

Person Specification
Qualifications and Experience
· Experience in an education, social care, CAMHS or similar role.
· Familiarity with attendance management systems and statutory guidelines.
Skills and Attributes
· Excellent interpersonal and communication skills to work effectively with students, parents/carers, and staff.
· Analytical skills to interpret attendance data and identify trends.
· Strong IT skills, including proficiency with attendance monitoring software, spreadsheets, and reporting tools.
· Ability to conduct sensitive and professional discussions during home visits and meetings.
· Strong organisational skills and the ability to manage competing priorities is a busy school environment.
Other Requirements
· A valid driver’s license and access to transport for home visits (if necessary).
· Commitment to safeguarding and promoting the welfare of children.
· A team player with a willingness to support and assist colleagues as required.	



