
MILLBROOK COMMUNITY PRIMARY SCHOOL 

 

 

POST TITLE: ATTENDANCE OFFICER 

GRADE:  LEVEL 3 

 

MAIN PURPOSE               

To be responsible for raising levels of attendance and punctuality of the school under the 

guidance of senior staff. To maintain and monitor attendance records, information, producing 

attendance reports as required. 

 

MAIN DUTIES 

Support for pupils and administration 

Promote good attendance and punctuality on a daily basis being the first point of 

contact for absent and late pupils. 

Develop and lead on an individual action plan for each pupil needing help to improve 

attendance /levels of punctuality.  

Monitor attendance data to identify vulnerable groups and create a plan of action.  

Develop a one to one mentoring relationship with pupils in order to improve 

attendance including attendance diaries, regular meetings. 

Develop effective relationships with parents in order to improve attendance and 

promote the link between good attendance and attainment.  

Meet with parents/ carers to gain support for improvements in attendance. 

Lead Attendance Panels to challenge low attendance. 

Liaise with local authority attendance service to track attendance 

To manage all attendance data including providing comprehensive attendance reports.  

To be able to use the SIMS system for attendance. 

Provide the first port of call for parents reporting absence and monitor daily 

subsequent absences including any patterns of illness i.e. regular stomach upsets. 

Liaise with the school nurse and health service for pupils whose health is proving a 

barrier to regular attendance.  

To undertake typing, word processing and other ICT based tasks including the 

production of attendance reports, letters to parents etc.  

Provide feedback to pupils in relation to improved/declining attendance.  

Liaise with external agencies in relation to attendance.  

 

Support for teachers 

Work with teachers and support staff in helping to identify and support pupils with 

low attendance/punctuality. 

Support the Headteacher/ nominated representative for the development and provision 

of a complimentary service by addressing the needs of the pupils and helping to 

overcome barriers to attendance.  

Lead and manage attendance initiatives.  

 



Organisation 

Undertake reception duties, answering the telephone and face to face enquiries from 

parents re attendance, punctuality, medicine administration, returning to school after 

an accident. 

To assist with pupil first aid/welfare duties, looking after sick pupils, liaising with 

parents/carers and/or staff etc. 

 

Resources 

 To be responsible for all school attendance information. 

 To maintain stocks of resources used to improve attendance. 

 

Support for the school 

Be aware of and comply with school policies and procedures relating to child 

protection, health, safety and security, confidentiality and data protection, reporting 

all concerns to an appropriate person. 

Be aware of and support difference to help ensure everyone has equal access to the 

services of the school and feel valued, respecting their social, cultural, linguistic, 

religious and ethnic background. 

Contribute to the school ethos, aims and development/improvement plan. 

Work as part of a team, appreciating and supporting the role of other people in the 

team. 

Attend and participate in meetings as required. 

Undertake personal development through training and other learning activities 

including performance management as required.  

 

PERSONAL ATTRIBUTES 

Communication & influence  

Exercises good interpersonal skills in order to communicate in a clear, accurate and succinct 

manner. Ensure that method of communication is appropriate to achieve the required result. 

 

Team working 

Acts in a manner consistent with team goals, standards and values, actively co-operating with 

colleagues in own area. Maintains open and honest relationships with colleagues and shows 

sensitivity to the needs and feelings of others. Actively listens to take account of others’ 

views and opinions. Works with the team to generate solutions and reach consensus. 

 

Organisational Awareness 

Demonstrates a broad knowledge of the schools activities and how they contribute to the 

schools performance as a whole. Is able to describe the current activities in their area and 

whole school developments. Demonstrates how own job performance contributes to the 

schools vision.  

 

 

 



Adaptability 

Responds positively to the change process. Helps others to undestand the need and reasons 

for change. Effectively implements new ideas and methods to adapt working practices. Helps 

plan, develop, set up and monitor systems and processes to effect change. Challenges 

conventional thinking and existing practices.  

 

Use of technology 

Is able to use and understands the purpose of information communication technology (ICT) 

and has the ability to search for and extract information from a range of technology. Adapts 

data according to particular needs and presents it appropriately.  

 

Professional Values and Practice 

Demonstrates high expectations for all pupils. 

Ability to build and maintain successful relationships with people, treat them consistently, 

with respect and consideration.  

Ability to work collaboratively with colleagues and carry out the role effectively, knowing 

when to seek help and advice. 

Ability to improve your own practice through observations, evaluation and discussion with 

colleagues.  

 

Experience & Knowledge    

Experience of working with children. 

Experience of clerical work/ ICT. 

Understanding the importance of good attendance and its effect on attainment 

Understanding the statutory framework relating to school attendance and parent 

responsibility. 

Able to relate well to children and adults. 

 

Qualification & Training 

NQF Level 2 qualification in Numeracy / Maths and Literacy/English or equivalent  

NVQ/NCFE or equivalent Level 4 

Willingness to undertake all relevant training courses. 

Evidence of Continuous Professional Development    
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