
Job Description 

Job Purpose 

Reporting to the Assistant Principal, activities will include the day-to-day attendance registration, 
maintaining student data systems, analysing data and preparing reports, plus home visits where 
necessary, to carry out safe and well checks in order to support student attendance.

Reporting to: Assistant Principal  

Salary: Band H, points 14-21 (£22,462-£25,801) 

Hours of Work: 37 hours a week, term time only plus 2 weeks  

Key Responsibilities: 

 To manage the operational aspects of the Attendance system including software and in

school processes, to ensure statutory and legal requirements are met.

 Proactively supporting and engaging with students and their families to secure regular and

punctual attendance.

 Work to develop innovate ways to promote and raise attendance in order to meet the

academy’s attendance targets.

Specific Responsibilities: 

 To be responsible for the SIMS and Go 4 Schools Attendance system – monitoring and
identifying truancy and absence to identify trends and to intervene appropriately.

 To act as the first line of contact to parents in relation to attendance and truancy.
Telephoning parents to discuss absence in a sensitive but firm manner and building
positive relationships with parents and developing strategies to improve attendance.

 Recommend and implement action to be taken, and develop strategies to combat
unauthorised and authorised absences.

 To arrange meetings with students and parents to discuss student attendance and agree
ways forward.

 Collect and analyse attendance data to enable identification and tracking of pupil
attendance.

 Input daily attendance data onto SIMS and Go 4 Schools management system.

 Monitor and ensure that correct attendance codes are entered.



 Accurately minute meetings (and where relevant, telephone conversations) with
parents/carers.

 Monitor and track whole school attendance and punctuality and to send out letters where
appropriate.

 Monitor and track the attendance of groups of pupils.

 To set appropriate ‘staged’ attendance targets for students, track and proactively support
PA students.

 Advise and assist parents/carers to maintain regular school attendance of their children.

 Communicate clearly to parents/carers the attendance procedures and expectations of the
academy.

 To attend meeting with external agencies as required.

 Ensure confidentiality of all student information.

 Ensure that attendance information and polices are displayed on the school website and
attendance is positively promoted through the school.

 Ensure that legal requirements regarding attendance are communicated to parents
through newsletters or text messages.

 Attend home visits where appropriate.

 To assist and check records prior to the census to ensure school attendance is accurate
and up to date.

 Liaise with form tutors regarding student absences and special circumstances.

 Liaise with the Family Support Worker regarding student absence.

 Working closely with the Pastoral Team to ensure there is consistency with attendance
tracking and monitoring.

 To work closely with the Pastoral Team in ensuring attendance is high profile in the
academy through such mediums as assemblies, rewards and praise.

To undertake any other duty as specified by the Principal not listed above. 


