	Role Title

	Attendance 2

	Grade
	4

	Job Reference
	

	Job Variation Reference
	

	School
	

	
	

	Main purpose of the role

	To work with pupils, parents / carers, staff and external agencies to improve pupil attendance.


	Core responsibilities and tasks

	Key duties:

1. Promote a whole school approach to attendance and devise strategies and action plans for pupils whose attendance is falling

2. Analyse attendance information and data to identify and work with pupils who have poor attendance or are at risk of developing poor attendance

3. Follow up lack of response to first day contact and other contacts by home visiting or meeting parent/carers in school

4. Develop links with pupils who are transferring into the school to promote the school ethos of regular attendance

5. Work with subject leaders on linking attendance to achievement and attainment, including links with SEN

6. Work in partnership with external agencies to support attendance initiatives, campaigns, parental responsibility measures and school attendance and exclusion sweeps

7. Support the identification of alternative provision for pupils with persistent absence

8. Prepare reports on attendance for the senior leadership team and governing body; ensure maintenance of accurate and factual records which could be used in evidence in legal interventions

9. Process and manage holiday requests.

Individuals in this role may also: 

1. Manage caseloads and maintain casework documentation

2. Prepare bids for multi-agency support.



	Knowledge, skills and experience 

	· Working at or towards national occupational standards (NOS) for supporting teaching and learning and knowledge / skills equivalent to current learning, development and support services for children, young people and those who care for them national qualifications level 4.




