March 2026
Attendance Officer 
Perryfields Academy 


	Title of Post

	Attendance Officer

	Status    
                             
	36.5 Hours per week – Term time only, permanent

	Salary/Grade

	Grade 3 from Spinal Point 9-22 (£27,254-£33,699) FTE. Pro Rota - £21,310-£26,349


	Start date

	TBC

	Advert Closing Date

	18th March 2026

	Proposed interview date
	W/C 23rd March 2026




Job Description
Job Purpose
· To promote positive attitudes towards regular school attendance, on the part of students and their parents/carers. To improve levels of student attendance and engagement. To work closely with the Local Authority to fulfil its obligations under all relevant Legislation.
· Qualifications:
· High standard of literacy and numeracy. 
· To thrive in this role, you will have relevant experience of supporting adults, families and children/young people. You will be able to take a flexible and creative approach to problem solving.
· The ability to use the school’s internal MIS and Microsoft Excel and Word. 
· Previous experience in a similar role or working with Local Authority/Multi Agency Environment
· To be knowledgeable in the latest legislations and Government guidance. 
· Full driving license and access to a car, with business insurance.

The Attendance Officer will be expected to:
· To monitor attendance below 97% and poor punctuality across the school and work closely with schools Deputy Designated Safeguarding Lead, internal and external attendance team, and pastoral staff to improve school attendance for all students.
· To rigorously monitor pupil attendance/absences/punctuality via MIS registration system in ARBOR, identifying patterns in absence and implementing actions plans to address this on a weekly basis. Including those attending an offsite direction, or at an AP.
· Produce weekly attendance and punctuality reports and deliver these to the DDSL and Heads of Year.
· Meet with students causing attendance and punctuality concerns, to address concerns and improve attendance. 
· Keep an accurate and secure record of all attendance correspondence going out to students.
· Conduct or arrange (through INSTILL) home visits to key students in line with school policy, identifying reasons for non-attendance, working closely with families and others to break down barriers to learning and achieve regular attendance.
· Generate weekly attendance data every week for the Deputy DSL, highlighting attendance trends and patterns and significant group data.
· Send letters and arrange parental meetings with attendance concerns
· Conduct weekly safe and wellness checks, as required (home visits), for key absent students.
· Daily monitoring of attendance of students whose attendance falls to a level of concern and taking appropriate action.
· Make phone calls to parents/carers of students not known to be present from the morning register.
· Manage a caseload of severely absent students, where attendance falls below 50% and implement strategies to improve attendance.
· Monitor and record the outcomes of planning with parents/students and the school to improve attendance and punctuality, maintaining efficient and contemporaneous notes and records.
· Greet Students on gate duty, issue detentions for poor punctuality.
· Ensure attendance registers are completed regularly and accurately followed up instances where this is not the case.
· To make initial enquiries with parents/carers regarding unexplained absences/lateness.
· To cover duties in the event that a member of the Attendance team is absent. 
· Develop and sustain relationships with parents, carers, and families, forging early links, so that issues affecting attendance are dealt with in the most effective way possible and tracked early.
· Monitoring the attendance of most vulnerable students at the school, including Children in Care, those that have an allocated Social Worker, or who have been identified by school staff or external agencies. Esculate to DSL or Deputies as necessary. 
· Work closely with the strategic attendance lead and DDSL over attendance to manage the process of addressing poor attendance across the school. Organising meetings as appropriate for relevant students, ensuring all external agencies and relevant staff are invited where necessary.
· Be proactive with working with parents to ensure that those at risk of prosecution are supported to improve their child’s attendance.
· Communicate effectively and complete relevant paperwork for the Local Authority, at a timely manner.
· Ensure effective communication/consultation as appropriate with the parents of students through phone, email, letter and home visits as relevant, ensuring student contracts are agreed and monitored. Including PTTT.
· Undertake attendance interviews in school with individual students.
· Safeguarding experience would be an advantage.
· Familiarise yourself with and conform to school policies and procedures. 
· Undertake any other duties as required, commensurate with the post. 
· Undertake appropriate training and professional development, as required by the school and in consultation with the line manager and Headteacher. 
· Comply with school policies and procedures (including those relating to Equal Opportunities, Health and Safety, confidentiality and data protection) and uphold the ethos of the school. 
· To fulfil any other tasks reasonably requested by the line manager.
Other Duties:
Where appropriate refer to mental health and wellbeing intervention, liaising with key stakeholders regarding student wellbeing and providing welfare support. Working alongside the safeguarding team.
Maintaining the confidential records of support for all students referred. 
The preparation of weekly reports and maintaining records relating to actions and support offered from school staff or other agencies.
To be responsible for own professional development, identifying training needs and requesting courses as appropriate.
This role involves a proportion of travel in and around the local area. A full driving license and use of a vehicle, is essential.
Person Specification

	 
	Essential
	Desirable

	Training & Qualifications
	· Good standard of education, including GCSE Grade C/4 or above (or equivalent Level 2 qualification) in English and Mathematics.
· High standard of literacy and numeracy.
· Evidence of commitment to continued professional development.


	· Relevant Level 3 qualification (e.g. Education Support, Youth Work, Social Care, Business Administration or similar).
· Safeguarding training.
· Attendance-specific or Local Authority training.


	Relevant Experience
	· Previous experience working with children, young people, or families.
· Experience supporting adults and families to overcome barriers.
· Experience maintaining accurate records and handling confidential information.
· Experience using Microsoft Excel and Word for tracking and reporting.
· Experience working independently and managing a caseload.
· Knowledge of current attendance regulations, statutory requirements, and government guidance.
· Understanding of safeguarding responsibilities and child protection procedures.
· Awareness of factors affecting attendance, including mental health and wellbeing.
· Understanding of confidentiality and data protection (GDPR).
· Understanding of persistent and severe absence thresholds.
· Experience or willingness to conduct safe and wellness checks/home visits.

	· Previous experience working in a school environment.
· Experience in a similar Attendance Officer or pastoral role.
· Experience working within a Local Authority or multi-agency environment.
· Experience conducting home visits.
· Experience working with vulnerable students (e.g. Children in Care, students with Social Workers, severely absent students).
· Knowledge of legal processes relating to attendance (penalty notices, prosecution procedures).
· Awareness of Alternative Provision (AP) and offsite direction attendance monitoring.
· Understanding of Early Help processes and multi-agency intervention frameworks.

	Professional Skills & Abilities
	· Excellent verbal and written communication skills.
· Ability to liaise effectively with parents/carers, students, staff, Local Authority and external agencies.
· Ability to conduct attendance interviews and difficult conversations professionally.
· Ability to use the school’s MIS (e.g. Arbor) to monitor attendance daily.
· Ability to produce accurate weekly attendance and punctuality reports.
· Ability to identify underlying causes of persistent and severe absence.
· Ability to develop and implement attendance action plans and student contracts.
· Flexible and creative approach to problem-solving.
· Highly organised with the ability to prioritise competing demands.
· Ability to manage a caseload of severely absent students (below 50% attendance).
· Ability to maintain contemporaneous and accurate records.
· Ability to meet deadlines for Local Authority paperwork and reporting.
· Ability to build professional, positive relationships with disengaged students and families.
· Ability to challenge appropriately while maintaining a supportive approach.
· Ability to work collaboratively with Deputy DSL, safeguarding team, pastoral staff and strategic attendance lead.
· Commitment to safeguarding and promoting the welfare of children.
· Ability to monitor vulnerable students including Children in Care and those with Social Workers.
· Ability to escalate concerns appropriately to DSL/DDSL.

	· Ability to analyse attendance data, identify patterns, and produce detailed reports.
· Proficiency in Microsoft Excel for tracking, analysing and reporting attendance data.


	Personal Qualities
	· Empathetic, patient and non-judgmental approach.
· Resilient and emotionally robust when managing challenging cases.
· Proactive and solution-focused.
· High expectations for attendance and student engagement.
· Strong commitment to safeguarding and promoting the welfare of children.
· Ability to work independently and make sound professional judgments.
· Professional integrity and strict adherence to confidentiality.

	· Reflective practitioner committed to continuous improvement.
· Ability to remain calm under pressure.
· Strong moral purpose aligned with the school ethos.


	Special Requirements 
	· Enhanced DBS clearance.
· Full driving licence.
· Access to a vehicle with business insurance.
· Willingness to travel within the local area to conduct home visits.
· Willingness to undertake gate duty and operational attendance responsibilities.
· Willingness to undertake training as required.
	


We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. Successful candidates will be subject to an enhanced DBS check.
We reserve the right to close the advert early if a strong field of applicants is received prior to the closing date.
We are committed to equality and value diversity, and therefore particularly welcome applications from under-represented groups.
This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role.
This post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020, which means certain spent convictions and cautions are ‘protected’, so they do not need to be disclosed to employers. If they are disclosed, they will not be taken into account. spent convictions and cautions are ‘protected’, so they do not need to be disclosed to employers. If they are disclosed, they will not be taken into account.


image1.png




image2.png




image3.png




image4.png




