
 At Isca we place our students at
the heart of everything that we do,
and are relentless in the pursuit of

excellence for every individual.
We INSPIRE our students,
celebrate their SUCCESS,

care about our COMMUNITY and
have AMBITION for every single

child.

Attendance Officer
Isca Academy

Part of the
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Salary

Hours

Closing date 12th August 2026

Grade D - Actual salary
£23,071.62 - 25,407.68

Mon-Thur 8.00am - 4.00pm
Friday        8.00am - 3.30pm

Location

Interviews

Required from

Isca Academy 
Earl Richards Road South, 
Exeter EX2 6AP

Isca Academy is an aged 11-16 secondary school based
in the heart of Exeter. We firmly believe in the value of a

rounded education which promotes creativity, resilience,
self-belief and confidence; and we pride ourselves on our

exceptional extra-curricular, creative and outdoor
education programmes.

Key Details

How to apply
For an informal conversation about the position please contact
James Bass at recruitment@iscaexeter.co.uk

An application pack can be found at 
https://www.tedwraggtrust.co.uk/vacancy or click on
the apply now button 

RECRUITMENT PACK

19th August 2026

September 2026

http://www.tedwraggtrust.co.uk/vacancy
http://www.tedwraggtrust.co.uk/vacancy


About Isca Academy

RECRUITMENT PACK

Isca has an experienced and skilled
staff who have a track record of

going above and beyond to provide
exceptional opportunities for our

students.
We recognise that delivering great

qualifications is important however, in
parallel, building students' character

and self-esteem, nurturing their
ambition and inspiring a new

generation to achieve beyond their
wildest imagination is the

Isca difference.

Ambitious: works hard, has the highest standards and is positive for the future

Selfless: self-aware and emotionally intelligent to support self and others to thrive

Collaborative: builds strong relationships and networks

Your paragraph text
Your paragraph text

Vicki Joyce
Our Headteacher



We demonstrate our love
through our values

Moira Marder, OBE

How we will succeed

An ambit ious and inc lus ive Trust  of  schools  strengthening
our  communit ies  through excel lent  educat ion .

To t ransform l ives
and st rengthen our

communit ies
to  make the wor ld

a better  p lace .

Our Mission

West Exe School

SWTT

A Warm Welcome from our CEO

Our values driven, growing 2-18 Trust, has the
highest expectations for every child, every day,
with social justice at our core. In this pack you will
find out more about how we support, develop
and grow great people. This is a hugely exciting
time for our Trust as we continue to grow, embed,
improve and innovate to improve the life
chances of all children in the South West. 

On behalf of the Ted Wragg Trust, I would like to thank you
for your interest in working for our Trust. This is an excellent
opportunity to join our Trust and work in one of our 17
schools. 

In our ambitious and inclusive Trust of schools we know
that every individual is critical to help us to achieve our
collective mission to transform lives, strengthen
communities and make the world a better place. 

RECRUITMENT PACK



Job Description

RECRUITMENT PACK

To work as part of the Student Support Team to manage and promote excellent
student attendance within the Academy.

Attendance Monitoring and Administration
Maintain accurate daily attendance records using the school’s Management
Information System (MIS).
Monitor student attendance and punctuality on a daily basis and identify patterns
of concern, with actions to improve.
Follow up unexplained absences promptly through phone calls, emails, and text
messaging systems.  The parents/carers of all absent students are contacted.
Produce attendance reports for senior leaders, pastoral teams, governors, and
external agencies as required.
Support the implementation of whole-school attendance strategies and initiatives,
through the support of our Deputy Headteacher for Inclusion.
Ensure attendance registers comply with statutory and Department for Education
(DfE) requirements.
Process late arrivals and maintain records of student punctuality, with a focus on
excellent attendance and timeliness.
Rigorously follow our staged attendance process to ensure timely action and
impact.
Meet regularly with Heads of Year and Inclusion Team to review student
attendance, support actions and next steps to promote excellent attendance.

Family and Student Support
Build positive relationships with students and families to promote excellent
attendance.
Meet with parents/carers where attendance concerns arise and contribute to
attendance improvement plans.
Liaise with pastoral staff, safeguarding leads, and external agencies regarding
persistent absence and vulnerable students.
Conduct home visits where appropriate and in line with school procedures.
Support reintegration meetings for students returning from long-term absence.
Work with, including regular meetings, with the Attendance Engagement Officer to
support key students of concern.

Compliance and Safeguarding
Ensure attendance procedures align with safeguarding and child protection
policies.
Escalate attendance concerns promptly in accordance with school policy and
statutory guidance.
Assist with referrals to the Local Authority regarding persistent absence or penalty
notices where necessary.
Maintain confidentiality and handle sensitive information in accordance with GDPR
requirements.

Key Purpose

Key Duties &
Responsibilities



Person Specification

RECRUITMENT PACK

Experience

GCSE (or equivalent) in English and Maths.
Full UK Driving Licence

Experience working in a school, education, healthcare, or
administrative environment.
Experience of managing sensitive information
confidentially.
Strong organisational and administrative skills.
Excellent communication and interpersonal skills.
Ability to work calmly under pressure and manage
competing priorities.
Competent IT skills, including use of Microsoft Office and
school MIS systems.
Understanding of safeguarding and child protection
responsibilities.

Essential / Desirable

Essential
Essential

Essential

Essential

Essential
Essential
Essential

Essential

Essential

Qualifications &
Training

Key Skills













Part of the

Thank you for
your interest in

working with us!
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