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Lindsworth School, Monyhull Hall Road, 

Kings Norton, Birmingham B30 3QA
                                 


Our schools are committed to safeguarding and promoting the welfare of children and expect all staff to share this commitment.
The successful applicant will be subject to all necessary pre-employment checks, including: an enhanced DBS; Prohibition check, Childcare Disqualification (where applicable); qualifications (where applicable); medical fitness; identity and right to work.

All applicants will be required to provide two suitable references.
JOB DESCRIPTION


JOB TITLE:
Attendance Officer
SCHOOLS:
Lindsworth School and Kitts Green Academy
GRADE:
Grade 4 – subject to job evaluation
CONTRACT TYPE:
Temporary until 31/08/2026
HOURS OF WORK:
36.5 hours (Mon-Fri) including banked hours

1.0 
JOB TITLE
Attendance Officer 
2.0 
JOB PURPOSE
2.1 To co-ordinate strategies and plans for raising pupil attendance over two schools.
2.2 To develop plans for improving pupil motivation to attend their school.

3.0 
KEY RESPONSIBILITIES 

3.1 
To develop, review and maintain Zone attendance policy for the use in two schools.
3.2 
To develop attendance projects and initiatives in each of the relevant schools.
3.3 To provide policies, guidance and support for the relevant schools and their staff.
3.4 To liaise with appropriate Senior Management/Headteachers to discuss and set individual school targets.
3.5 Collate data and statistics and provide reports for the EAZ, Ofsted, EWS, BIP, Scrutiny, etc.
3.6 To investigate pupil absences for the relevant schools.
3.7 To arrange, manage and attend home visits to parents and pupils.
3.8 To mentor relevant individual pupils, groups and families with poor attendance.
3.9 To develop relationships with parents assisting to remove barriers to learning.
3.10 Attend and actively contribute to attendance review meetings.
3.11 Attend and actively contribute to child protection meetings.
3.12 To attend awareness workshops for parents and school staff.
3.13 To develop and coordinate pupil engagement and motivation activities including the development of play activities, off-site visits to cultural and sporting activities.
3.14 Assist with activities to assess pupil engagement including work with student councils.
3.15 To ensure all tasks are carried out with due regard to Health and Safety.
3.16 To undertake appropriate professional development including adhering to the principle of performance management.

3.17 To adhere to the ethos of the school.
3.17.1 To promote the agreed vision and aims of the school.
3.17.2 Maintain a professional appearance, use accurate fluent English and always be a 
positive role model to our pupils.
3.17.3 To set an example of personal integrity and professionalism.
3.17.4 Attendance at appropriate staff meetings and parents’ evenings.

3.18
Any other duties as commensurate within the grade in order to ensure the smooth running of 
the school.

4.0 SUPERVISION RECEIVED

4.1 Supervising Officer’s Job Title:  SLT
4.2 Level of Supervision:   Plan own work to ensure the meeting of defined objectives 
5.0
CONDITIONS OF EMPLOYMENT 

The above responsibilities are in accordance with local agreements, LEA circulars and guidelines giving interpretations of conditions of service.
6.0 HOURS OF WORK

The normal working week is 36.5 hours, plus banked hours. Hours to be worked during term time only. 
7.0
HOLIDAYS

No annual leave will be granted during term time.


The details contained in this Job Description reflect the content of the job at the date it was prepared. However, it is inevitable that, over time, the nature of the job may change. Existing duties may no longer be required, and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.

In line with Single Status, this Job Description will be subject to an annual review. It may be amended at the request of the Headteacher or the post-holder, but only after full consultation between them.

If, following review and amendment, agreement is not reached, the appropriate procedures should be used for the settling of any disputes.

Observance of the City Council’s Equal Opportunities Policy will be required.

Job Description issued by the Headteacher.
September 2025
