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Job Description

Post Title:	Attendance Officer
Grade:	Grade D, SCP 5-7
Reports To:	AHT Safeguarding and Attendance

St Bede’s is a Catholic school dedicated to nurturing the whole person—spiritually, academically, and socially. Rooted in the teachings of Christ, we strive to provide a faith-filled environment where students flourish and grow in wisdom, service, and love for others. 
Job Purpose
The Attendance Officer is responsible for supporting the school’s efforts to improve student attendance and punctuality. They will support the Attendance and Welfare Manager in administering daily attendance, follow up on absences, and work with students, families, and staff to ensure high levels of attendance, in line with DfE guidelines and school policies. They will provide general clerical support including use of MS Office suite of software, writing and filing of reports, letters, minutes of meetings when required.
Key Responsibilities
1. Attendance Monitoring & Administration
· Maintain accurate and up-to-date attendance records using the school/Trusts systems (e.g., Arbor and Insights Hub).
· Record and monitor student absences and lateness, ensuring correct coding and documentation.
· Support the attendance manager in producing daily, weekly, and termly attendance reports for senior staff and external agencies.
· Support tutors and staff in tracking attendance and following up on absences.
· Update attendance displays/noticeboards on a weekly basis with guidance from the Attendance Manager.
· Administer attendance rewards as required. 
· Attend meetings with the Attendance Manager as required to discuss students with attendance problems and identify students who should be referred to the local authority in line with the National Framework for Attendance. 
2. First-Day Calling & Absence Follow-Up
· Contact parents/carers daily to follow up on unexplained absences and ensure reasons are recorded.
· Work with parents to encourage early intervention and support for students with attendance issues.
· Accompany the Attendance Manager on home visits when required.


3. Supporting Students & Families
· Work directly with students who have poor attendance to provide mentoring and support.
· Meet with parents/carers to discuss attendance concerns and agree on action plans.
4. Working with External Agencies & Compliance
· Assist in referrals to local authorities, social services, and other agencies.
· Support legal processes, including fixed penalty notices and court proceedings for persistent absences.
· Ensure compliance with DfE attendance regulations and school safeguarding policies.
5. Promoting Good Attendance
· Contribute to attendance rewards and incentive schemes to encourage high attendance.
· Support whole-school initiatives and campaigns to promote good attendance.
· Provide guidance to tutors and subject teachers on monitoring and improving attendance.

Additional Information
· Some early starts or occasional evening meetings may be required for attendance panels and parent engagement.
· Engage in promoting the values and acting as a role model for the Trust. 
· Be aware and comply with equal opportunities, health and safety, and all other Trust policies at all times. 
· Comply with the principles and requirements of the General Data Protection Regulation and the Data Protection Act 2018 in relation to the management of the Trust’s records and information, and respect the privacy of personal information held by the BWCET; comply with the principles and requirements of the Freedom in Information Act 2000; comply with the Trust’s information security standards, and requirements for the management and handling of information; and use Trust information only for authorised purposes.

The duties and responsibilities highlighted in the job description are indicative and may vary over time. The job description is not intended to be an exhaustive list of all the duties and responsibilities that may be required. 

The jobholder will be expected to carry out such professional tasks as are commensurate with the duties and responsibilities of the post. 
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Person Specification

	Factors
	Essential
	Desirable

	Qualifications & Training

	E1
	GCSE grade C/4 or above, or equivalent, in Maths and English 

	D1



D2
	Strong knowledge of DfE attendance regulations and safeguarding policies.

First Aid or willingness to undertake training.


	Experience
	E2





	Experience in an administrative, pastoral, or attendance-related role in a school or similar setting.



	D3




D4



D5



D6
	Proven ability to work with students, families, and external agencies to improve attendance.

Experience working with Education Welfare Services or external agencies.

Understanding of safeguarding and child protection policies.

Experience in using school attendance software (e.g., SIMS, Bromcom, or Arbor).


	Skills
	E3




E4



E5




E6




	Excellent communication skills to engage with students, parents, and staff.

Strong organisational skills with attention to detail for accurate record-keeping.

Excellent time management skills, including an ability to work to deadlines.

Problem-solving and analytical skills to assess attendance trends.


	D7
	Knowledge of mental health and well-being support strategies.



	Personal Attributes
	E7



E8

	Ability to remain calm and professional in difficult conversations.

Resilience and patience when working with challenging cases.
	
	

	Special Requirements
	E9



E10



E11




E12



E13

	A commitment to safeguard the welfare of children. 

Compliance with data protection principles

Compliance with Equal Opportunities Policies, the Trust/school Code of Conduct, and all other Trust/school policies

Compliance with health and safety policies, rules and regulations

To uphold the Catholic ethos of our schools
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