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Attendance Officer

	Role
	Attendance Officer
	School/Department
	MECE 

	Grade
	Grade 5 SCP 12–17
	Reports to
	Assistant Head

	Purpose 
	The Attendance Officer will work within the Inclusion team to promote and secure high levels of attendance and punctuality for all students at Maiden Erlegh Chiltern Edge. The role supports students, families and staff through effective monitoring, early intervention and partnership working, ensuring that attendance procedures are implemented consistently and that barriers to attendance are addressed in line with statutory requirements and Trust policy.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	Deployment: Based at Maiden Erlegh Chiltern Edge, working across year groups as required to support whole-school attendance priorities.
	No budgetary responsibility.

	Key accountabilities

	To improve student attendance and punctuality through accurate monitoring, timely intervention and partnership working, ensuring that attendance processes are applied consistently and in accordance with statutory guidance and Trust policy.

To provide accurate attendance analysis and reporting to pastoral leaders and senior leaders, enabling targeted support and informed decision-making that improves outcomes for individuals and identified groups.

To work collaboratively with families, pastoral leaders and external agencies, including the Education Welfare Service, to reduce persistent absence and remove barriers to regular attendance.

To contribute to safeguarding processes through proactive monitoring of absence patterns, including welfare checks and Child Missing Education procedures, ensuring that attendance concerns are addressed promptly and appropriately.


	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Teaching and Learning
• Contribute to raising achievement by improving school attendance and punctuality.
• Advise the school on strategies to promote regular and punctual attendance and support the implementation of agreed attendance improvement strategies.
Assessment
• Monitor student attendance and punctuality daily, including first day calling, ensuring accurate recording on the school MIS.
• Produce attendance letters, emails and text communications to parents in line with the school’s Attendance Policy and in discussion with the line manager.
• Produce regular attendance reports to identify individuals and groups with poor attendance or unexplained absence, including a formal half-termly attendance and punctuality report.
• Support new tutors in the effective use of attendance monitoring systems and respond to queries relating to attendance processes.
Behaviour Management and Student Wellbeing
• Work closely with Heads of Year to host attendance meetings with parents and students where necessary.
• Work directly with parents to develop positive relationships that support improved attendance.
• Undertake welfare checks in response to absence concerns in line with safeguarding procedures.
• Comply fully with all relevant Health and Safety regulations, Safeguarding procedures and Risk Assessments.
Pastoral and Inclusion
• Liaise with the Education Welfare Service as necessary, including attending external meetings as required.
• Support the development and administration of truancy and Child Missing Education procedures.
• Proactively advise pastoral leaders of students with persistent absence or poor punctuality and suggest appropriate follow-up actions.
Trust Culture
• Support the Trust’s values and ethos by contributing positively to a culture of high expectations, professionalism and inclusion.
• Work collaboratively with colleagues across the Inclusion and pastoral teams to ensure consistent implementation of attendance procedures.
Other
• Provide or assist with first aid provision as required.
• Provide administrative assistance as required, particularly to support the cover of student services.
• Undertake any other duties that reasonably fall within the purview of the post which may be allocated after consultation with the postholder.
Other requirements and responsibilities
DBS required: Enhanced with Children’s Barring List.
The ability to support first aid provision is a key requirement of the role.
All staff are expected to be committed to safeguarding, equality and promoting the welfare of children and young people. The postholder must ensure awareness of local safeguarding policies and procedures and report any concerns or information received as required. Procedures relating to Children Missing Education and safeguarding considerations linked to absence must be understood and applied. The postholder must be alert to when persistent absence becomes a safeguarding concern and where early help may be required.
The duties outlined in this job description are subject to the Trust retaining the right to implement changes to reflect the evolving demands of the post. Where this is necessary, this will be undertaken in consultation with the postholder.
Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All leadership roles require a Section 128 check.


	Other requirements and responsibilities

	· Enhanced DBS clearance required.









Person Specification 

	
Role 


	Attendance Officer
	School/Department 
	

	Qualifications, training and education 
	• NVQ Level 2 or equivalent qualification in English and mathematics 
• A good standard of general education, including the ability to write to a high standard of literacy and produce accurate written reports.
• First Aid qualification or willingness to undertake First Aid training.
• A professional qualification relevant to the post, such as social work, teaching, youth work or other relevant field (desirable).


	Skills and abilities 
	Organisation and planning
• Ability to manage administrative processes accurately and efficiently within required timescales.
• Ability to produce and analyse attendance data reports to identify patterns, groups and individuals of concern.
• Ability to use own initiative and work independently while contributing effectively to a team environment.
	
Communication
• Excellent communication and interpersonal skills, with the ability to engage professionally with students, parents, staff and external agencies.
• Ability to demonstrate professionalism and high standards of customer service in all interactions.
• Ability to maintain confidentiality at all times and handle sensitive information appropriately.
Technical skills
• Ability to use MIS and other relevant software systems to monitor and report on attendance.
• Knowledge of strategies to support attendance improvement and understanding of statutory responsibilities relating to attendance and children missing education.
Behaviour management
• Positive behaviour management skills that promote high expectations and consistent standards.
• Ability to remain calm under pressure and respond appropriately in challenging situations.
Pastoral and inclusion
• Experience of working with young people in a school or similar environment.
• Ability to demonstrate a caring and positive attitude, sensitive to the needs of students and families.
• Awareness of safeguarding considerations relating to persistent absence and early help processes.
Personal qualities
• Proactive approach, including suggesting appropriate follow-up actions to support attendance improvement.
• Strong sense of responsibility and professional integrity.
• Flexible approach to work and commitment to ongoing professional development.
• Adaptable, energetic and resilient in approach to workload and change.
• Positive outlook and ability to contribute constructively to team culture.


	Requirements specific to the role 
	•  All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
• To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
• Suitability to work with children.
• To ensure that procedures relating to children missing from education and safeguarding considerations connected to absence are fully understood and applied.
• Enhanced DBS clearance with Children’s Barred List check required.




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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