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Job Title: Attendance Officer
Reports To: Assistant Headteacher (Attendance)
Salary/Grade: Scale/Point D1 Actual salary £23,852 (Term Time Only + 1 Week)
Working Hours: Mon-Thu 8am to 4pm, Fri 8am to 3:30pm
Contract Type: Permanent, Full-Time

Job Purpose
As Headteacher, I am looking for a resilient, empathetic, and driven individual to join our pastoral support team. At our school, we believe that excellent attendance is the fundamental bedrock of student achievement and well-being.
Your role will be to monitor, analyze, and challenge student absence. You will work proactively with students, parents, and external agencies to identify barriers to school attendance and establish effective interventions. Crucially, this role requires a hands-on approach, including conducting regular home visits to engage directly with hard-to-reach families and support students back into the classroom.

Key Responsibilities
1. Monitoring and Data Analysis
· Maintain accurate records of student attendance and punctuality using the school’s management information system (MIS).
· Monitor daily attendance data, identifying patterns, trends, and individual students at risk of becoming Persistent Absentees (PA) and Severely Absent (SA)
· Produce weekly and termly attendance reports for the Senior Leadership Team (SLT) and Heads of Year.
2. Intervention and Home Visits
· Contact parents/carers on the first day of unexplained absence via phone, email, or text.
· Conduct planned and unannounced home visits to students with poor or deteriorating attendance to establish the reason for absence, deliver school work if appropriate, and offer face-to-face support.
· Conduct safe and well checks at student residences when contact cannot be established by phone.
· Meet with students and parents in school to create bespoke attendance action plans.

3. Multi-Agency and Legal Frameworks
· Liaise closely with Heads of Year, SENDCo, and the Safeguarding team to ensure a holistic approach to student welfare.
· Work collaboratively with the Local Authority Attendance Service, Social care, and Health professionals.
· Prepare documentation and evidence bundles for legal interventions, including fixed penalty notices and court prosecutions for non-attendance.
4. Admin and Promotion of Attendance
· Support the school's late-gate procedures.
· Keep up to date with statutory Department for Education (DfE) guidance regarding school attendance.
· To attend CPD as required by the AHT attendance

Person Specification
	Criteria
	Essential
	Desirable

	Qualifications
	* Good standard of education (GCSE English and Maths at Grade C/4 or equivalent).
	*Relevant professional qualification in youth work, social work, or education.

	Experience
	* Experience working with children, young people, or families in a supportive or challenging capacity.
	* Experience working as an Attendance Officer within a secondary school setting. * Experience interpreting complex data.

	Skills & Knowledge
	* Exceptional communication skills, with the ability to remain calm, firm, and empathetic under pressure. * Strong IT skills (Word, Excel). * Ability to work independently and manage a varied workload.
	* Knowledge of school attendance legislation and safeguarding procedures. * Experience using school systems (e.g., SIMS, Arbor).

	Personal Qualities
	* High level of resilience and a thick skin. * A non-judgmental, problem-solving approach to families in crisis. * Must have a full, clean UK driving license and access to a vehicle for daily home visits.
	* Deep commitment to improving the life chances of young people.



Safeguarding Commitment
Our school is committed to safeguarding and promoting the welfare of children and young people. We expect all staff and volunteers to share this commitment. This post is subject to an enhanced Disclosure and Barring Service (DBS) check and satisfactory references.

image1.jpeg
x4





image2.png
{ The Kemnal
0O~ &

cademies Trust (TKAT) - Windoy

Internet Explorer.

thekemnalacaderestrust.org
Fle Edt View Favortes Took Help

i Favorkes | £ The Kennal Academies Trust (TKAT)

B [4][x| [&

SRS

| @ v Page~ Safety~ Took~

Home Ne

About Us

Academies

Teacher Training

Opportunities

Contact Us

Welcome to The Kemnal

A radamiac Trict viaheita

=

(2 The Kemnal Academie... | 80

Our Academies

@ et

5 - ®io0n -

EEN D





