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JOB DESCRIPTION

POST:			ATTENDANCE PARTNER
ACCOUNTABLE TO: 	DIRECTOR OF STANDARDS / DEPUTY CEO

MAIN PURPOSE OF THE ROLE:

To promote excellent attendance across multiple schools within the trust, identify patterns of absence, and provide targeted intervention. The role involves working closely with school attendance teams, Designated Safeguarding Leads (DSLs), families, local authorities, and other external agencies. You will be responsible the strategic leadership of attendance across the Trust, providing support and challenge in ensuring pupils’ regular attendance.

Specific Responsibilities:
1. Attendance Monitoring and Analysis.
1. Monitor attendance across multiple schools, identifying pupils with low attendance or persistent absence.
1. Work with school leaders and DSLs to analyse trends and target at-risk pupils.
1. Maintain accurate and up-to-date attendance records in accordance with trust and statutory requirements.
1. Produce attendance reports for SLT and LACs.

Safeguarding and DSL Collaboration.
1. Liaise regularly with DSLs at each school regarding safeguarding concerns linked to attendance.
1. Contribute to safeguarding meetings, including Early Help, Child Protection, and CIN conferences where attendance is a concern.

Legal and Statutory Responsibilities

1. Be able to advise schools and 
1. Generate formal letters to parents/carers regarding attendance concerns in line with trust and local authority guidance (e.g., warning letters, fixed penalty notices).
1. Support schools in preparing  documentation and evidence to support legal proceedings, including witness statements and case files.
1. Work in partnership with local authority Education Welfare Services to initiate and support court action against non-compliant families.
1. Attend court hearings as a representative of the trust, presenting evidence where necessary. Family and Community Engagement.
1. Build constructive relationships with families to identify and address barriers to attendance.
1. Signpost families to appropriate support services and work collaboratively to develop attendance improvement plans.
1. Work closely with teaching staff, pastoral leads, SENCO, and safeguarding teams to ensure a holistic approach to pupil wellbeing and attendance.
1. Share good practices and advise school leaders on attendance improvement strategies based on local authority and national standards.

Trust-Wide Collaboration

· Work across schools to ensure consistent approaches to attendance management. 
· Support school staff with attendance training and awareness.
· Lead on Trust-wide Attendance Network Meetings
· Share good practice and provide regular updates to Trust Central Team and School Senior Leadership Teams.

STATUTORY RESPONSIBILITIES

· Uphold and promote the Trust’s safeguarding, equality and inclusion policies in all work and relationships.
· Ensure all activities and functions under your leadership are compliant with relevant legislation, policy and regulation.

ETHOS, EQUALITIES, AND HEALTH & SAFETY
· Champion the Trust’s Christian values in all aspects of leadership and decision-making, ensuring that these values are reflected in the daily lives of pupils and staff alike.
· Promote equality of opportunity, ensuring that the Trust meets all its statutory obligations in relation to equalities legislation, and fosters an inclusive and supportive environment for all.
· Ensure the health and safety of staff, pupils, and the public, maintaining robust procedures to manage risks and promote wellbeing across the Trust.

This job description is a guide to the duties required and is not exhaustive. The duties may be amended from time to time, in consultation with the postholder, to reflect changing needs and circumstances.



PERSON SPECIFICATION

POST:			ATTENDANCE PARTNER
ACCOUNTABLE TO: 	DIRECTOR OF STANDARDS / DEPUTY CEO

	
	Essential
	Desirable

	

	Qualifications

	GCSEs including English & Maths
	
	

	Relevant qualification or experience
	
	

	DSL qualification or willingness
	
	

	Safeguarding training
	
	

	Further relevant qualification
	
	

	Attendance / legal training
	
	

	

	Experience

	Attendance & persistent absence experience
	
	

	Working with families on attendance
	
	

	Attendance data analysis
	
	

	Multi-agency working
	
	

	Safeguarding processes experience
	
	

	Experience across multiple schools
	
	

	Legal documentation experience
	
	

	Court attendance experience
	
	

	Training / meeting leadership
	
	

	
	
	

	Knowledge & Understanding

	Statutory attendance knowledge 
	
	

	Safeguarding linked to attendance
	
	

	Attendance barriers & interventions
	
	

	Confidentiality & data protection
	
	

	LA & national guidance
	
	

	SEND & vulnerability awareness
	
	

	
	
	

	Skills & Abilities

	Data analysis & reporting
	
	

	Written communication skills
	
	

	Family engagement with challenge
	
	

	Advising and challenging leaders
	
	

	Confidential information handling
	
	

	Independent multi-site working
	
	

	Formal evidence presentation
	
	

	Training delivery skills
	
	

	

	Personal Attributes

	Commitment to safeguarding
	
	

	Resilient & professional
	
	

	Integrity & discretion
	
	

	Collaborative approach
	
	

	Organised & proactive
	
	

	Commitment to EDI
	
	

	

	Personal Values

	Committed to actively promoting the Christian ethos and values of academies
	
	

	Committed to the vision and mission of the Diocese and of the Trust
	
	

	
	
	

	

	Additional Requirements	

	A criminal record disclosure/DBS will be required prior to appointment

	May be required to work occasional evenings
	
	

	May be required to travel to schools within the Trust
	
	

	Excellent and unequivocal references
	
	

	Holder of a current driving licence and access to private transport
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