
 

ATTENDANCE OFFICER 
Job Description 

 

 

 

Location: Park Vale Academy, Top Valley Drive, Top Valley, Nottingham, NG5 9AZ 

Salary: Redhill Academy Trust Pay Scale, Band 8, Scale Points 36-40 

Hours of work: 37 hours per week, term time + 2 weeks, Mon-Thu 08:00 -16:00, Fri 08.00-

15:00 

Responsible to: Deputy Head (with responsibility for attendance)/Operations Manager 

Post objective: To play a key part in the continual development of the monitoring and  

   tracking of student attendance.  The role will also include working with 

   families to comply with applicable attendance laws, codes and   

   requirements. 

Main Duties and Responsibilities: 

• Analyse attendance data to maximise student attendance in school. 

• Ensure that pupil data is up to date and accurate. 

• Using ICT to record all attendance data into the school’s system and ensure staff 

are using systems correctly by providing support and guidance as required. 

• Develop highly efficient systems that automate responses to parents where 

attendance is poor as part of a tiered approach. 

• Check registers for absentees and make first day response calls, ensuring 

records of all telephone calls made to parents are kept. 

• Detect trends and patterns of absence and take appropriate action. 

• Record pupils who arrive late in school. 

• Challenge students on reason for lateness and absenteeism on a regular basis  

• Manage a target cohort of students by regular contact with key students and 

their parents. 

• Make home visits for students not engaging with education and meet regularly 

with target families in the school to raise expectation of good and outstanding 

attendance. 

• Develop systems to incentivise and further improve attendance through the 

school reward systems through challenge, support and celebration. 

• In the absence of the Attendance Administrator, ensure attendance records are 

completed efficiently for each period, referring issues to appropriate staff. 

• Work in partnership with the Trust Attendance Team and attendance lead in 

school through regular contact and meetings as appropriate. 

• Attend the trust attendance network meetings. 

• Undertake any other duties which may reasonably be regarded as within the 

nature of the duties and responsibilities/grade of the post as defined, subject to 
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the proviso that normally any changes of a permanent nature shall be 

incorporated into the job description in specific terms. 

General  

• Be aware of and comply with 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 and ensure equal opportunities for all. 

• Contribute to the overall ethos/work/aims of the Academy. 

• Demonstrate behaviour that is professional, ethical and responsible. 

• Appreciate and support the role of other professionals. 

• Communicate effectively with colleagues, students, parents. 

• Attend and participate in relevant meetings as appropriate. 

• Participate in training and other learning activities and performance 

development as required. 

 

This role involves working in regulated activity with children and an Enhanced DBS 

clearance is required for this position.  

 


