
Attendance Manager

Salary/Grade Range: Grade J NJC Point 23-28 (£27,741-£32,234) pro-rata for term-time

Location: Co-op Academy Swinton

Reports to: Deputy Headteacher

Responsible for:

Contract: Permanent

Hours of duty: 36 hours per week, Term-time + 5 Inset days + 5 days
Unpaid lunch break of 35 mins each day during the school lunchtime
Monday - Tuesday 8am - 3.45pm, Wednesday 8am - 4pm, Thursday
8am - 3:45pm & Friday 8am - 3:40pm

Purpose of Role:
To improve and monitor pupil attendance and punctuality.  To track, monitor and support
targeted students and to improve school attendance by ensuring the systems and processes are
running smoothly.

To promote positive attitudes by students and families towards education and to ensure that
parents are made fully aware of their statutory responsibilities.  To establish and develop a
professional service to support the academy in raising attendance, investigating persistent
absences and improving punctuality.

Key Accountabilities (and specific duties/responsibilities):

Main Duties and Responsibilities/Accountabilities:

The Attendance Manager will be required to undertake the tasks highlighted below:

To improve academy attendance and punctuality and ensure the academy meets
attendance/punctuality targets.

Input where needed paper registers on to SIMS.

Chase up students who are missing from the register liaising with the pastoral team to locate
student.



Ensure all registers are completed at the allocated time, if registers are not taken then to chase up
the member of staff involved to ensure that the register is taken, ensuring at the end of each day
there are no missing marks and all registers are completed.

To follow academy policy of ‘first day contact’ ensure parents/carers are contacted on the students
first day of absence.

To keep in regular contact with parents/carers of students with attendance, punctuality problems.

To make contact with families in their own homes and elsewhere to assess the reasons impacting
the attendance of individual students.

Challenge all absences.

Undertake home visits to speak with students, parents/carers about attendance.

To be fully aware of and carry out all work in line with Child Protection Procedures.

To be able to identify and aid in the early assessment process.

To ensure that all unexplained absences are accounted for, contacting parents/carers  requesting
an explanation.

To work on initiatives which raise the awareness of school staff, parents/carers and the community
on the importance of good attendance.

Facilitate the return of students or access to regular full time education provision.

To establish and develop a professional service to support the academy in raising attendance,
investigating persistent absences and improving punctuality.

Management of SIMS attendance module and to advise the headteacher and staff on it’s most
effective deployment.

Provide data/reports on attendance and absence rates.

Report on attendance and absence rates as required either verbally or written.

Conduct internal truancy checks.

Operating a late gate system, following the academies policy for regular lates.

Organise and supervise the integration of new students or students who are returning from a long
absence.

To lead and develop strategies for school inclusion to improve attendance in collaboration with the
Senior Leadership Team.

Liaise with Pastoral staff regularly on attendance and punctuality issues.

Ensure regular communication with the education welfare officer on attendance matters.



Liaise with other agencies as required e.g. PRU’s Local Authority, Police etc.

Co-ordinate, chair and attend meetings where required regarding attendance issues.

Attend multi-agency meetings in relation to student attendance issues.

Lead and coordinate the academies work on matters relating to attendance including legislation,
Trust and Local Authority guidelines etc.

To acquire and maintain a working knowledge of the statutory framework relating to school
attendance, child employment, child protection and special needs in order to be able to offer
informed advice to parents/carers, school staff, governors and others.

Refer students to the Emotional Based School Avoidance Pathway (EBSA) where apprpropriate.

Dealing with student holiday request forms.

Responsible for all administration in relation to student attendance.

To represent and attend meetings and court hearings as necessary.

To supervise the work of any administrative assistants.

To carry out any other general administrative duties as required.

First Aider

General Tasks:

● Be aware of and comply with all Co-op Academies Trust policies and procedures.

● To model our Ways of Being Co-op:  Do what matters most; show you care; Be yourself
always; succeed together.

● Establish effective relationships and communicate with other staff to support
achievement and progress of students.

● Set a good example to students and other staff in presentation and personal conduct.

● Share expertise and skills with others; participate in training and other learning activities and
appraisal as required.

● Be aware of, and support, difference and ensure equal opportunities for all.

● Safeguard and promote the welfare of all students.

Health & Safety Responsibilities:
All employees have the responsibility:

● To comply with safety rules and procedures laid down in their area of activity.

● To take reasonable care of their own health and safety and hence avoid injury to themselves
and to others by act or omission whilst at work.



● To use protective clothing or equipment as may be provided.

● To report promptly all sickness, accidents, unsafe conditions or practices and dangerous
occurrences of which they are aware

● To co-operate with the Headteacher in the fulfilment of the objectives of the Academy’s
Health and Safety policies

This job description is not a definitive list of responsibilities but identifies the key components of
the role.  The post holder will, therefore, be required to undertake any other reasonable duties
commensurate with the level of responsibility/salary of this post.



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)

Qualifications
• Competent numeracy and literacy skills both

spoken and written
• GCSE Grade C or above in Maths & English or

relevant experience

(A)

Experience
• Displays commitment to the protection and

safeguarding of children and young people
•     Experience of working in an attendance role

within an academic environment.
•     Experience of making contact and dealing with

external agencies.
● Experience of managing conflicting priorities.
● Working with children.
• A customer focussed service
• Administration
• Providing administration in a school or a similar

environment
• Promotes the inclusion and acceptance of all

students
• Work constructively as part of a team
• Be an excellent role model to all

(A) (I)

Skills, Ability, Knowledge
● Able to maintain confidentiality
● Able to work accurately and with attention to

detail
● Able to work in a fast paced and pressured

environment
● Able to undertake short term planning;

managing own workload, overseeing the work
of others, ensuring deadlines are met

● Able to undertake medium term planning;
forthcoming recruitment requirements

● Able to manage own workload, ensuring
deadlines are met

(A) (I)



● Able to identify potential difficulties / issues,
analyse them and make recommendations

● Able to negotiate and attempt to influence
others, including external agencies

• Excellent use of ICT such as Word, Exc
• Demonstrate practical knowledge and

problem-solving strategies
• Excellent communication skills both written and

verbal
•      Good working knowledge of relevant policies,

procedures, codes of practice and awareness of
relevant legislation (eg safeguarding)

● To be able to demonstrate a commitment to the
principles of Equalities and to be able to carry
out duties in accordance with the Trust’s policies.

• Ability to be flexible and adaptable and have a
can do attitude

•     Knowledge/experience of SIMS (management
information system.

• Able to prioritise tasks effectively
• Ability to work using own initiative and work with

minimum supervision
• An awareness and knowledge of the issues

surrounding the safeguarding of children.
• To be able to work constructively as part of a

team, understanding responsibilities and your
own position within these.

Personal Qualities
• Enjoy working with children
• An interest in working in a school environment
• The ability to build good relationships with

children and adults
• Patience and a sense of humour
• Flexibility and creativity
• Good organisational skills
• Resilient

(A) (I)

This post is subject to an enhanced DBS check.  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.


