Attendance Officer 
Job Description
	Post
	Attendance Officer

	Grade
	Unified Reward - Grade F FTE £34,488, pro rata/ 

	Working Hours 
	[bookmark: _GoBack]FT - 36 hours p/wk, TTO.

	Purpose of the post
	· [bookmark: _Hlk166238707]To provide a specialist service to help the school to raise achievement by improving school attendance and punctuality and to meet our attendance targets.
· To promote positive attitudes by pupils and their families towards education and ensure that parents are made fully aware of their statutory responsibilities, particularly where there is persistent absence.
· To make unsupervised home visits and attend meetings, both at school and off-site.


Roles and Responsibilities 
Pupil Attendance and Engagement
· Advise the school on strategies to promote regular and punctual attendance and support the implementation of agreed actions.
· Monitor, analyse and report attendance data, ensuring school records are accurate, up to date and shared appropriately with senior leaders and external professionals.
· Meet regularly with the SLT attendance lead to review systems, casework and impact.
· Work directly with pupils, parents/carers and staff to identify barriers to attendance and agree clear, time‑bound attendance improvement plans.
· Undertake home visits and attend school‑based meetings in line with safeguarding and lone‑working procedures.
· Manage attendance casework, including escalation, referrals and follow‑up actions aligned with school priorities.
Statutory, Safeguarding and Multi‑Agency Work
· Liaise closely with the Education Welfare Officer and local authority, preparing documentation to meet statutory requirements, including penalty notice requests.
· Identify and refer pupils at risk of becoming Children Missing Education (CME).
· Monitor attendance of vulnerable pupils, including LAC, PLAC and those open to Social Care, ensuring compliance with safeguarding and health and safety requirements.
· Attend and contribute to multi‑agency meetings, reviews and attendance panels as required.
· Maintain a strong working knowledge of attendance legislation, child protection, SEND and related statutory guidance.
PRU‑Specific and Off‑Site Provision
· Monitor attendance and engagement for pupils attending off‑site provision, including KS4 Alternative Provision and online programmes.
· Support personalised, trauma‑informed approaches for pupils with SEMH, SEND or EBSA, including reintegration planning where appropriate.
Whole‑School Practice
· Lead and support whole‑school attendance initiatives and awareness‑raising activities.
· Advise staff on attendance procedures and contribute to the development and review of attendance systems and processes.
· Keep clear, accurate and confidential records of all interventions in line with data protection requirements.
· Manage workload effectively and contribute to attendance improvement planning.
















Person Specification
Essential Criteria
Qualifications / Training
· GCSEs (or equivalent) in English and Maths.
· Commitment to safeguarding training and safer‑recruitment practice.
· Willingness to undertake relevant CPD (attendance, safeguarding, SEND, trauma‑informed practice).
Experience
· Experience of attendance, pastoral, family support or inclusion work in a school, PRU, alternative provision or related setting.
· Experience of working with vulnerable children and families, including those with SEMH, SEND or poor school attendance.
· Experience of working with external agencies (e.g. Local Authority, Education Welfare, Social Care).
· Experience of carrying out home visits or engaging hard‑to‑reach families.
Skills and Knowledge
· Working knowledge of school attendance legislation, CME processes and safeguarding responsibilities.
· Ability to analyse attendance data, identify patterns and produce clear reports.
· Strong communication skills with pupils, parents/carers, staff and external professionals.
· Ability to manage attendance casework, set targets and follow escalation processes.
· Good record‑keeping and ICT skills, including secure data handling.
· Ability to work independently, prioritise workload and meet deadlines.
· Calm, professional and resilient approach when dealing with challenging situations.
Personal Attributes
· Commitment to safeguarding, inclusion and equality of opportunity.
· Empathy, persistence and a non‑judgemental approach to families.
· Professional curiosity and problem‑solving mindset.
· Adaptable and flexible in response to changing needs within a PRU environment.
Desirable Criteria
· Experience working in a PRU, alternative provision or with EBSA.
· Knowledge of dual registration, off‑site provision or online learning attendance.
· Experience preparing documentation for legal or statutory attendance processes.
· Relevant qualification in education, youth work, family support or social care.
