Role Profile
	POST TITLE
	Assistant Attendance Officer

	

	Purpose: 
	· To support the daily management of pupil attendance at Swanmore College, ensuring attendance records are accurate, registers are completed promptly and unexplained absences are followed up.

· The post holder will make daily attendance calls, investigate and resolve register anomalies, and work with the Attendance Officer and pastoral team to identify concerns and support improved attendance and punctuality. The role involves regular communication with pupils, parents, carers and staff, combining a supportive approach with clear expectations.

	

	Reporting to :
	Attendance Officer / Senior Leader responsible for Attendance

	

	Liaising with:
	Heads of Year, Deputy Heads of Year, teachers, tutors, Senior Leadership Team, Attendance, parents/carers

	

	Working Time:
	37 hours per week, term time only (39 weeks)
Monday to Thursday 8am to 4.00pm and Friday 8am to 3.30pm (30 minutes unpaid lunch break)

	

	Salary/Grade:
	HCC Grade C

	

	Disclosure level:
	Enhanced


Accountabilities
	Daily attendance monitoring and calls
· Check attendance each morning and identify pupils absent without an explanation

· Make daily attendance calls to parents and carers, prioritising pupils identified by the Attendance Officer, Heads of Year or safeguarding team

· Establish the reason for absence, record information accurately and update attendance records using appropriate codes

· Follow up unanswered calls and unexplained absences in line with College procedures

· Record contact attempts, responses, agreed actions and further follow-up

· Provide a daily summary of unresolved absences and significant concerns to the Attendance Officer and relevant pastoral staff

· Support follow-up calls concerning repeated absence, poor punctuality or agreed attendance plans
Register completion and accuracy
· Check morning, afternoon and lesson registers are completed each day within agreed timescales

· Prompt staff to complete missing or incomplete registers and escalate repeated concerns to the appropriate leader

· Identify, investigate and resolve anomalies, including missing marks, unexplained absences, conflicting entries and pupils marked absent from lessons after attending earlier in the day

· Check discrepancies against information held by reception, year teams and staff responsible for authorised activities or alternative provision

· Ensure late arrivals, early departures, appointments and approved off-site activities are recorded accurately

· Refer uncertain attendance codes or unresolved discrepancies to the Attendance Officer

· Complete a daily check of outstanding register issues, ensuring each anomaly is resolved or clearly recorded and escalated for follow-up

· Maintain an accurate record of amendments in line with College procedures
Supporting attendance improvement
· Monitor attendance and punctuality to identify emerging patterns and pupils requiring additional support

· Provide information to Heads of Year, Deputy Heads of Year and the Attendance Officer to support intervention

· Assist with attendance plans, meetings and review dates

· Prepare attendance letters, reports and communications as directed

· Support attendance recognition and rewards

· Follow up agreed actions and keep records of progress
Communication with families and staff
· Taking part in Attendance meetings with families and other relevant members of staff

· Communicate professionally, respectfully and reassuringly with parents and carers

· Explain attendance expectations clearly and encourage families to share barriers affecting attendance

· Pass information about barriers or support needs to the appropriate staff member

· Work closely with reception, tutors, year teams, the SEND team and safeguarding staff to maintain accurate information

· Respond to routine enquiries and refer complex or sensitive matters appropriately
Safeguarding and Pupil Welfare
· Recognise that unexplained absence, missing pupils and changes in attendance can indicate a safeguarding concern

· Report concerns promptly to the Designated Safeguarding Lead or a deputy, following College procedures

· Escalate concerns about a pupil’s whereabouts immediately, particularly where a pupil has been present earlier but cannot be located

· Follow agreed arrangements for pupils requiring additional attendance or welfare monitoring

· Record relevant concerns accurately on designated College systems

· Handle personal information securely and maintain appropriate confidentiality
Administration and teamwork
· Maintain organised, accurate and up-to-date attendance records

· Use the College’s management information system and communication platforms effectively

· Support preparation of attendance data for pastoral meetings and reporting

· Attend relevant meetings and training
· Contribute to the effective running of the pastoral team and undertake other reasonable duties appropriate to the role and grade
Additional Duties

· To play a full part in the life of the Swanmore College community, to support its distinctive mission and ethos and to encourage/ensure staff and pupils follow this example

· To continue personal development as agreed/required

· To engage actively in the performance review process

· Any other such duties as may reasonably be allocated by the Attendance Officer or Senior Leader responsible for Attendance
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.




	Person Specification
· Communication – Confident telephone manner and ability to communicate clearly and sensitively with parents, carers, pupils and staff
· Organisation - Ability to prioritise daily tasks, meet deadlines and follow through on outstanding issues
· Accuracy - Strong attention to detail and ability to identify and investigate discrepancies in records
· IT skills - Confident use of email, spreadsheets and electronic record systems, with a willingness to learn the College’s attendance systems

· Professional judgement - Ability to recognise when a concern requires immediate escalation and when to seek guidance
· Relationships - Ability to build positive working relationships while maintaining clear expectations and professional boundaries

· Confidentiality - Understanding of secure record keeping and appropriate handling of sensitive information

· Safeguarding - Commitment to safeguarding and promoting the welfare of children and young people

· Teamwork - Flexible, reliable and able to work effectively as part of a busy pastoral team

	Desirable experience
· Experience in a school, attendance, administration or family-facing role

· Experience using a school management information system

· Understanding of attendance barriers and approaches to supporting families

· Experience maintaining records and producing straightforward reports

	Expected outcomes
· Registers completed daily within agreed timescales

· Register anomalies identified promptly and resolved or escalated

· Unexplained absences receive timely follow-up

· Attendance calls and agreed actions recorded accurately

· Pastoral and safeguarding staff receive relevant information promptly

· Families experience clear, consistent and supportive communication

	College Ethos
· The post holder will uphold Swanmore College’s vision, “An Inclusive Environment Where Everyone Thrives,” and its values of Respect, Enjoy, Participate and Succeed, contributing to the shared commitment “Together we Thrive.”


