Job Description: Attendance Officer 
Job Title: Attendance Officer
Reports to:  Headteacher
Location: Primary School
Contract: Fixed Term 
Salary: G4 SCP 4

Purpose of the Role
To promote excellent levels of pupil attendance and punctuality across the school. The Attendance Officer works closely with families, staff, and external agencies to ensure pupils attend school regularly and are safeguarded through effective monitoring and follow-up of absence.

Key Responsibilities
Attendance Monitoring & Reporting
· Monitor daily attendance and punctuality data using the school’s management information system (Arbor).
· Produce accurate daily, weekly, and termly attendance reports for senior leaders, governors, and external agencies.
· Identify patterns of absence and lateness, and flag concerns for early intervention.
· Ensure attendance registers are completed correctly and in line with statutory requirements.
Follow-up & Intervention
· Make same-day contact with families regarding unexplained absences, following safeguarding procedures.
· Work with families to understand barriers to attendance and support them to improve.
· Arrange and attend attendance meetings with parents/carers, providing advice and setting targets where required.
· Issue warning letters, fines, or referrals where persistent absence occurs in line with school policy and local authority guidelines.
Safeguarding & Welfare
· Act as a key contact for attendance-related safeguarding concerns.
· Escalate attendance issues to the school’s Designated Safeguarding Lead (DSL) when necessary.
· Conduct home visits (with another staff member) when required to ensure pupil safety and engagement.
· Maintain accurate records of all communication and interventions.
Communication & Collaboration
· Work closely with class teachers, pastoral staff, SENCO, and senior leaders to support pupils with attendance challenges.
· Liaise with external partners such as the Education Welfare Service, social care, and health professionals.
· Promote the importance of good attendance through newsletters, assemblies, and parent communications.
Administration
· Maintain up-to-date and confidential attendance files.
· Support the preparation of documentation for statutory meetings or legal processes.
· Ensure the school meets all statutory attendance obligations and participates in audits or inspections as required.
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Person Specification
Essential
· Strong organisational and administrative skills.
· Excellent communication and interpersonal abilities.
· Ability to work sensitively and confidently with children and families.
· Knowledge of safeguarding and child protection procedures.
· Competence with data systems and IT software (e.g., MIS, Excel).
· Ability to maintain confidentiality and professional boundaries.
Desirable
· Experience in a school or educational setting.
· Understanding of attendance legislation and local authority processes.
· Experience working with vulnerable families or in a pastoral role.

Personal Qualities
· Approachable, empathetic, and patient.
· High attention to detail and accuracy.
· Resilient, proactive, and able to manage challenging conversations.
· Commitment to the wellbeing and success of all pupils.

