GOLBORNE HIGH SCHOOL

JOB DESCRIPTION

POST:


Attendance Officer

RESPONSIBLE TO:
Headteacher and SLT (Pastoral)






POST CONCEPT:
To promote good attendance and punctuality and support and provide advice to SLT and Heads of Year with pastoral support for students.  Implement procedures to ensure compliance with legal requirements, statutory guidance and school policies associated with this role.
HOURS:


37 hours per week – Term time plus 1 week
                                           Term time plus days to be worked – 2 on the Inset days in  

                                           September and 1 during the school holidays aligned to the Autumn, 

                                           Spring & Summer terms as agreed with the line manager.
SALARY:


Grade G6
DISCLOSURE LEVEL:
Enhanced

OVERVIEW

1. To provide daily monitoring and support of pupil attendance and pastoral care across the school.

2. To support in improving the attendance of all pupils across the key stage by supporting and monitoring rigorous systems and strategies, providing a proactive approach and an immediate response to any attendance issues.

3. To provide reports and data to support the implementation of procedures for managing attendance and punctuality and provide advice on courses of action as necessary.
4. To arrange, contribute to and produce minutes of meetings relating to attendance and other pastoral issues.

5. To promote the care of pupils across the school by providing a proactive approach and immediate response to any issues identified.
6. To provide appropriate pastoral support to all pupils, parents/carers and staff within the school.
7. To undertake First Aider qualification and administer First Aid as required.
STUDENT WELFARE

1. To liaise with and provide advice and relevant monitoring information to the SLT and Heads of Year to highlight attendance issues in order to improve pupil attendance and punctuality.

2. To support pupils and parents to improve pupil attendance and punctuality and communicate effectively with parents.  (This may involve correspondence, meetings or telephone calls).
3. To support and provide advice to Heads of Year in liaising with parents over issues of attendance.

4. To be available to pupils throughout the day to deal with incidents, maintain good behaviour and provide pastoral support.  This includes unstructured times of the day including before registration, break times, lunch times and after the end of the school day. 

5. To maintain and update manual and computer records and management information systems relating to pupil attendance, punctuality and pastoral matters as appropriate.
6. To be responsible for regular monitoring of the attendance, punctuality, behaviour and achievement of all pupils across the key stage,
provide statistical information and take appropriate action in accordance with statutory and legal requirements and following school policy.

7. To identify when individual pupils fall into any particular attendance intervention category and take appropriate action.

8. To liaise with, attend and contribute to meetings involving local authority personnel / external agencies where appropriate, e.g. School Nurse as necessary, including the preparation and presentation of relevant reports.

9. To organise and support the running of regular attendance meetings with Head of Year or SLT.
10. To arrange, contribute to and take minutes of all meetings and maintain records of all other interventions relating to attendance.
11. To be the first contact with parents/carers or members of the public and deal with and respond to enquiries in relation to student attendance and punctuality.

12. To track the progress of individual students and specific defined groups, to maintain up to date relevant records and provide monitoring reports as necessary.

13. To attend and contribute to school promotional events to provide information relating to attendance and punctuality when required.

14. To provide admin support for the Assistant Head (Pastoral) in relation to attendance and referral matters.

15. To liaise with the office manager / SLT to organise the running of late detentions if required.
16. Communicating with parents in relation to CME, EHE and Pupils off Roll. Advising parents of the process and documentation required to remove child from roll. Including completing all documentation to be returned to the LA.

17. Completion of forms and regular updates for Alternative Provision and Reduced Timetables.

18. To monitor unauthorised absences including lates after registration.

19. To make contact with parents regarding Educational Penalty Notices.

20. To complete all relevant paperwork to both parents and the LA for Educational Penalty Notices.

21. Work with service providers and parents for EBSA.

22. Complete home visits and welfare checks where appropriate.

23. Lead on Early Help meeting for pupils with chronic attendance issues.

24. To support exam management including monitoring and collection of absent/late pupils.

25. To attend training that is identified as essential professional development.

26. To undertake any other duties that might be reasonably requested by the Headteacher.

27. To deal with sensitive and hardship issues with students and families.

28. To provide cover, when required, for Pupil Services office work.
29. To work proactively with pupils identified as having attendance issues.

30. To deliver sessions / activities to identified pupils related to the role in consultation with the school’s Inclusion staff. 
31. Undertake any other reasonable duties as requested by the Headteacher.
OTHER MATTERS

1. The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

2. This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

Review date:  June 2026
GOLBORNE HIGH SCHOOL

Person Specification for Attendance Officer
	
	Essential
	Desirable

	Qualifications & Attainment
	
	

	Nationally recognised qualifications: minimum of 5 A-C grades including English and Maths or relevant level 2 (NVQ) qualification
	√
	

	
	
	

	Experience 
	
	

	Experience of working with young people within the secondary sector (11-16)
	√
	

	Proven experience of undertaking a range of administration tasks
	√
	

	Proven experience and competence in using various ICT systems and procedures
	√
	

	Proven experience in collating data and providing management information reports
	√
	

	Relevant experience in behaviour and attendance issues
	√
	

	Experience of working with pastoral issues, contacting parents, EWO
	√
	

	Experience of working in a secondary school or other local government department
	
	√

	
	
	

	Knowledge and skills
	
	

	Understanding of the main challenges for pupils in the secondary sector
	√
	

	Ability to adapt and deal with a wide range of situations and varying pupil behaviours
	√
	

	Knowledge and understanding of safeguarding issues
	√
	

	Understanding of relevant legislations and procedures relating to school attendance
	
	√

	Knowledge of the Authority’s relevant procedures and practices regarding the behaviour and attendance of school pupils
	
	√

	Awareness of inclusion within a school setting
	
	√

	Excellent communication skills, both written and oral
	√
	

	Sound organisational skills to provide administrative support to meetings and other events, eg minutes
	√
	

	Ability to use initiative to respond to enquiries and concerns from pupils and parents within recognised procedures 
	√
	

	Excellent literacy, numeracy and IT skills
	√
	

	Proven organisational skills
	√
	

	Ability to contribute to decision making
	√
	

	Ability to work pro-actively on own initiative and as part of a team
	√
	

	Ability to evaluate own practice and implement improvements to systems and procedures
	√
	

	Ability to plan, establish priorities, meet deadlines and deal with conflicting demands
	√
	

	Enhanced levels of concentration
	√
	

	Ability to work sensitively and effectively and be able to build relationships with pupils, parents, staff and external agencies
	√
	

	Patience and tolerance
	√
	

	
	Essential
	Desirable

	Ability to promote a positive school ethos
	√
	

	Ability to remain calm when faced with stressful / difficult situations
	√
	

	A commitment to promoting the welfare of children and young people in line with the school’s Safeguarding Policy


	√
	

	Personal Qualities
	
	

	Professional appearance, conduct and attitude
	√
	

	A committed life-long learner, willing to undertake further training
	√
	

	Empathy with young people
	√
	

	Assertive manner and presence
	√
	

	Proven ability to establish and maintain contact with a broad spectrum of individuals and external agencies
	√
	

	Maintain confidentiality
	√
	

	Ability to command respect and deal with pupils in a fair and consistent way
	√
	

	Firm but approachable manner
	√
	

	
	
	

	Corporate Responsibility
	
	

	Willingness to comply with the school’s policies i.e. Equal Opportunities, Health and Safety
	√
	

	Willingness to continue personal development in relevant area
	√
	

	Willingness to participate in the staff review and development process
	√
	

	
	
	


Applicants should be able to provide evidence that they have the necessary personal skills and abilities required by the post.

Review date: June 2026
