
Attendance Manager

Salary / grade range PO1   New SCP 27-30     (£31,346pa - £33,782)

Location Bradford

Reports to Assistant Headteacher

Purpose of role:
● To lead strategies to raise attendance levels and reduce persistent absence.
● To ensure the smooth operations of admissions and/or leavers.
● To lead on all statutory functions in relation to prosecutions for non-attendance at school; Attendance

Order Proceedings for children missing education (CME); Fixed Penalty Notices (FPNs)and child
employment infringements.

● To prepare documents for court around the prosecution of parents whose children do not attend
school.

● To advise colleagues on whole school attendance strategies, legal sanctions; and policy and
procedure; in relation to school non-attendance.

Liaising with:
Key Stage Leaders, Subject Leaders, teaching staff, students, parents.

Key accountabilities (and specific duties / responsibilities):

Responsible for:
● Pupil Premium Attendance Officer
● Attendance Officer
● Gypsy Roma Attendance Officer
● Attendance Officer

Core Duties:
● To contribute actively and fully to the management of the Attendance Team.
● To lead on producing, analysing, cleansing and reporting of whole school data.
● To manage the attendance budget.
● To monitor the attendance of all pupils and to identify patterns that indicate the need for targeted

interventions.
● To monitor the attendance, punctuality and progress of vulnerable and other designated groups of

students.
● To be aware of and adhere to all relevant health and safety and safeguarding policies and

procedures.
● To take a lead role in developing policy and practice in relation to legislation relevant to school

attendance, children missing in education, home education, child employment and children in
entertainment.

● To co-ordinate all cases being prepared for court action in relation to school non-attendance.
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● To collect and analyse data on court action, FPNs and to present these to the appropriate bodies as
required.

● To keep abreast of changes in legislation and relevant DfE guidance and contribute to developing,
monitoring and reviewing the team’s policy and planning, including definitions of long-term objectives
and common minimum standards.

● To maintain comprehensive and secure records of all children accepted as team cases, being mindful
of GDPR issues.

● To manage all in-year admissions and leavers.
● To manage the transition and intake of Year 6 to Year 7.
● To manage all leave of absence requests.
● To lead on issuing fixed penalty notices for unauthorised holiday requests.
● To Identify, at an early stage, the patterns of persistent absence and intervene so that these do not

become established.
● To ensure that work around persistent absence students is proactive and in line with other strategies

of raising achievement and attainment.
● To Lead on the development of the attendance home/school liaison strategy to ensure that home

visits are well planned, organised and effective in terms of raising attendance and reducing persistent
absence at Co-op Academy Grange.

● Keep parents/carers well informed so that they feel supported and clear about the expectations of
Co-op Academy Grange, regarding attendance and persistent absence.

● Routinely review the impact of interventions, primarily home visits on attendance and persistent
absence.

General:
● Contribute to Campus life and the overall vision, values and guiding principles including the

Ways of Being Co-op;
● Attend and participate in training events and participate in project teams.
● Attend, lead and participate in regular meetings.
● Comply with policies and procedures relating to safeguarding, child protection, health, safety and

security and confidentiality, reporting any concerns.
● To carry out any other reasonable requests as and when required.
● Contacts will be internal at all levels, parents/carers, Governors, community groups, Health, Social

Services, Local Education Authority, contractors, external agencies.
● MIDAS minibus trained.

All employees are expected to:
a) Continue personal and professional development, and engage actively in the Performance

Management process and take ownership of it.
b) Play a full part in the life of the school and support its distinctive vision and ethos.
c) To follow and promote actively the school’s policies and procedures.
d) Undertake any other duties as specified by the Headteacher not mentioned above.
e) Comply with any reasonable request from a manager to undertake work of a similar level that is not

specified in this job description.
f) Attend and participate in training events to increase skills and knowledge.

All employees are expected to be courteous and welcoming to colleagues, students, visitors and telephone
callers.
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Personal attributes required (based on job description):

Attributes All attributes are
essential, unless
indicated below as
‘desirable’

How measured,
e.g. application
form (A),
interview (I) test
(T)

Qualifications
● Educated to NVQ Level 5 or equivalent (or have

significant experience) including GCSE English and
Maths (A – C) equivalent.

● Commitment to own personal and professional
development, including an up-to-date awareness of
development of all aspects of the role.

● A driving licence is essential in this role as you will be
required to drive a minibus (training driving the minibus
will be provided to the right candidate).

● Evidence of study and qualifications in the mentoring
field.

● Evidence of further relevant study.

● Child Protection training.

Essential

Essential

Essential

Desirable

Desirable

Desirable

A

A

A

A

A

A

Experience
● Successful experience of managing a team.

● Successful experience of working with young people.

● Successful experience of being responsible for young
people.

● Successful experience of communicating with parents
and other stakeholders in a formal setting.

● Experience of managing a budget.

● Knowledge of relevant Health & Safety issues.

● Knowledge of Data Protection issues including General
Data Protection Regulations (GDPR).

● Experience of working in a school environment, ideally
with a background in managing attendance.

Essential

Essential

Essential

Essential

Essential

Desirable

Desirable

Desirable

A / I

A / I

A / I

A / I

A / I

A / I

A / I

A / I
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● Experience of leading strategies to raise attendance
and reduce persistent absence.

Desirable A / I

Skills, Ability, Knowledge
● Excellent organisational skills to enable planning,

prioritising and delivering of work to tight deadlines.

● Ability to work with a variety of stakeholders including
staff, pupils and parents/carers.

● Excellent written and oral communication skills.

● A self-starter and able to use own initiative.

● Ability to analyse situations and possible outcomes to
establish the most effective course of action.

● Experience of preparing and co-ordinating cases for
court action in relation to school non-attendance.

● Experience of the processing, preparation and issuing
of statutory Penalty Notices (PNs).

● Experience of managing in-year admissions and
leavers.

Essential

Essential

Essential

Essential

Essential

Desirable

Desirable

Desirable

A / I

A / I

A / I

A / I

A / I

A / I

A / I

A / I

Personal Qualities
● High levels of resilience, integrity, honesty and

credibility which will inspire confidence and trust from
both internal and external stakeholders.

● Flexible approach to work.

● Highly motivated, confident, ‘can do’ problems-solver
and self-starter.

● Excellent written and oral communication, networking
and interpersonal skills with a friendly disposition and
ability to apply sensitivity.

● An understanding of and commitment to safeguarding
and promoting the welfare of children and young
people.

Essential

Essential

Essential

Essential

Essential

I

I

I

I

I

This post is subject to an enhanced DBS check. Must be legally entitled to work in the UK.
Whilst every endeavour has been made to outline the main responsibilities and duties of the post, the above is
not an exhaustive list of responsibilities. As business changes roles will naturally evolve. Job Descriptions will
be reviewed with jobholders and updated periodically to reflect this.   We value variety and individual
differences, and aim to create a culture, environment and practices at all levels which encompass acceptance,
respect and inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and
principles, and the Ways of Being Co-op.
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