








 

 
Safeguarding and Attendance Officer 

 
Job Description 

 
Purpose of Role 
To lead and manage attendance, safeguarding, and welfare, ensuring robust systems 
that keep children safe, support families, and ensure full compliance with Keeping 
Children Safe in Education (KCSIE) and all statutory duties. 

 

Key Responsibilities 

 Attendance Leadership 
• Monitor attendance, identify trends, and report concerns to SLT. 
• Lead fortnightly attendance review meetings with class teachers. 
• Produce accurate attendance data and statutory reports for SLT, Headteachers, 

governors, and newsletters. 
• Set, track, and review individual and cohort attendance targets. 
• Implement and monitor intervention plans with staff, pupils, and parents. 
• Manage personalised attendance correspondence and chair attendance 

meetings. 
• Handle statutory processes including CME, EHE, REPs, penalty notices, and 

prosecutions. 
• Work collaboratively with the local authority EWO and attend targeted support 

meetings. 
 

 Safeguarding & Welfare (DDSL Responsibility) 
• Act as a DDSL, ensuring all safeguarding practice aligns with KCSIE. 
• Complete referrals to Social Care, MASH, CAMHS, HCRG, and other agencies. 
• Attend CIN, CP, MARAC, FAIR Access and multi-professional meetings, providing 

written and verbal reports. 
• Manage and analyse CPOMS usage, respond to alerts, and identify emerging 

safeguarding patterns. 
• Contribute to policy development, safeguarding audits, and governor reporting. 
• Provide attendance, safeguarding, and medical/health training to staff. 
• Maintain high standards of confidentiality and data protection. 
 

 
 



 

 
Parent & Pupil Engagement   
• Conduct home visits to support attendance and welfare needs. 
• Build positive relationships with families, ensuring they understand 

responsibilities under statutory guidance including KCSIE. 
• Provide pupils with safe spaces and wellbeing support as part of safeguarding 

practice. 
 

Administration, Monitoring & Compliance 
• Ensure all safeguarding, welfare, attendance, exclusion, and medical 

documentation is accurate and compliant. 
• Produce statutory reports for CIN/CP/S47 meetings and multi-agency panels. 
• Maintain accurate pupil records, contact information, and case tracking 

systems. 
• Evaluate and improve welfare, safeguarding, and attendance processes. 

 
 Visibility & School Contribution 
• Provide a strong, visible presence at key transition points. 
• Promote school and Trust values and support whole-school effectiveness. 
• Engage in CPD, reflect on practice, and take on additional responsibilities when 

required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Person Specification 

 
Essential Criteria 

Qualifications & Training 
• Designated Safeguarding Lead (DSL/DDSL) training (or willingness to complete). 
• Evidence of continuing professional development in safeguarding, welfare, or 

attendance. 
• Understanding of statutory duties relating to KCSIE, Working Together to 

Safeguard Children, CME, and school attendance legislation. 
 

Experience 
• Experience working within safeguarding, welfare, pastoral, attendance, or family 

support roles in a school or similar setting. 
• Proven experience managing multi-agency work (Social Care, EWO, CAMHS, 

police). 
• Experience producing professional written reports for CIN/CP/S47 meetings. 
• Experience managing sensitive information with confidentiality and accuracy. 

 
Knowledge & Skills 
• Strong knowledge of Keeping Children Safe in Education (KCSIE) and the ability 

to apply it effectively. 
• Excellent understanding of attendance legislation and statutory processes 

including CME, EHE, REPs, and fixed penalty notices. 
• Skilled in analysing data to identify patterns and develop interventions. 
• High level of accuracy in record-keeping and reporting. 
• Ability to use Arbor, CPOMS, and other digital systems (or willingness to learn 

quickly). 
• Strong communication skills with parents, staff, external professionals, and 

pupils. 
• Ability to manage challenging conversations with sensitivity and 

professionalism. 
 

Personal Attributes 
• Highly organised, calm under pressure, and able to prioritise effectively. 
• Emotionally resilient, with excellent judgement and discretion. 
• Empathetic and approachable, with a strong commitment to safeguarding and 

child welfare. 
• Able to build trust with pupils, families, and colleagues. 



 

 
Desirable Criteria 
• Experience delivering safeguarding or attendance-related staff training. 
• Understanding of health and medical needs in school settings. 
• Knowledge of local authority attendance processes and thresholds. 
• Experience conducting home visits or leading pastoral interventions. 

 








