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Job Description: Attendance Improvement Officer

1. Title & Grade of Post:		Attendance Officer
Grade h5 – H6
30 hours per week , term time plus 5 inset days



2. General Professional responsibilities

2.1	      To monitor and report on whole-school attendance data, analysing data to identify key 
            areas of concern. To work closely with pupils, staff, parents and carers to reduce levels    
of absence, and act appropriately when persistent absence becomes a safeguarding issue. 

3. Applicable Contract Terms and Duties

     This job description is to be performed in accordance with the provisions of the pay and     
     conditions policy and within the duties set out in that documents, so far as is relevant to the post  
     holder’s title and salary grade.

4. Relationships

4.1       The post holder is responsible and accountable to the Headteacher;
4.2        the post holder reports to the Assistant Head responsible for attendance and School    
       Business Manager;
4.3        the post holder also interacts with other professional colleagues and should establish 
             and maintain productive relations with them.

5. Duties and responsibilities 
Administration 
     5.1	       Manage the first day calling process, supporting administration staff as required;
      5.2        check and ensure registers are accurate and correct coding and follow up any 
                   incomplete data with relevant administration staff;
      5.3        monitor student attendance and lateness records on a daily basis, following up on 
                   student’s absence and lateness with parents/carers;
      5.4        ensure all unexplained absences are accounted for, seek the reason for the absence     
                   with parents/carers;
      5.5	       follow the school’s attendance policy, working together to improve school attendance 
                   document and other relevant guidance and legislation, issuing letters and fixed penalty 
                   notices as required;
      5.6	       identify individuals and/or groups of students that require additional support to improve 
                   their levels of attendance and punctuality and work with the pastoral team to ensure this 
                   is in place;
       5.7       manage attendance returns for the school census;
       5.8       maintain accurate records of communications with parents/carers and relevant 
                   interventions, including records of attendance improvement plans, ensuring these are 
                   shared in an agreed format with the local authority as required;
       5.9       work with the admissions team to ensure the students are on-rolled and taken off roll in 
                   a timely manner
       
       


5.10	implement CME (Children Missing in Education) procedures when appropriate;
5.11	complete any required administration for the local authority related to attendance and 
punctuality;
   
Monitoring and reporting 
5.12   	produce and interpret attendance reports for school leaders and other key stakeholders,
 identifying key statistics, reasons for absence and patterns of concern, including those for specific student groups:    
5.13	work with school leaders to identify appropriate interventions to improve attendance for 
particular groups or individual students;
5.14	lead regular check-ins to review progress and the impact of support/interventions;

Working with parents/carers 
5.15	lead on Fearnhill school’s ‘Support First’ model of improving attendance;
5.16	coordinate meetings with students and parents/carers to implement interventions and track 
    	progress;
5.17	build positive relations with parents/carers to encourage family involvement in their child’s 
attendance;
5.18	identify, and where possible, mitigate potential barriers to attendance in partnership with families;
5.19	carry out home visits, where necessary, to address attendance concerns for individual pupils;

Other areas of responsibility 
Safeguarding 
 5.21	be alert to when persistent absence becomes a safeguarding concern and early help may be r	required;
5.22	work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary;
Other
5.23	work with school leaders to develop and revise the school’s attendance policy;
5.24	to carry out any other duties as reasonably requested by the Headteacher and Senior Leadership team.









This job description issued November 2024 may be amended at any time by agreement but in any case will be reviewed annually
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We are committed to safeguarding and promoting the welfare of children and young people and expect all staff to comply with the School’s Safeguarding Policy, observe all other School policies and observe data protection guidelines
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