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JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title:
	School attendance support officer 

	HBC Grade:
	HBC5 

	Service:
	Policy, Provision & Performance 

	Division:
	Children’s Directorate 



	Main Purpose of the Role

	To be responsible for working with and providing intensive support, advice and interventions with pupils and their families whose school attendance is below 90% as part of the Attendance Strand of the Department for Education’s Priority Education Investment Area Programme.  

To work with those children, young people and families to help improve their attendance, and ensure accurate records of absence letters, holiday requests and truancy and any intervention work is kept.  To work collaboratively across schools ensuring that as far as possible all children are receiving appropriate support to achieve maximum attendance.

To work alongside the Attendance Lead in schools, Principal Education Welfare Officer. Education Welfare Officers, Early Help Team and other agencies involved in supporting children and families. 

To liaise with the Data/Performance Officer in the Policy, Provision and Performance Division to ensure accurate records regarding children and young people’s attendance in the identified cohort is kept up-to-date to ensure the Synergy system is always effectively and efficiently supported.




	Key Duties 

	
	
1. To work with children, young people and families, together with schools, to monitor and improve the attendance of those children and young people whose school attendance falls between 85% and 89%, and ensure early identification of children missing education and any other attendance related problems to enable effective measures/strategies to be put in place to meet the statutory requirements.

2. To advise staff, parents/carers and other agencies on statutory requirements in relation to school attendance and provide support, advice and guidance to enable parents/carers to meet statutory requirements.

3. To deliver support, advice, and recommend interventions to help children, young people and their families, to improve attendance.

4. To provide intensive support to pupils and their families and make referrals to multi-agencies for additional support where required.

5. To attend all relevant meetings regarding attendance and any other related issues. 

6. To work with others (school attendance support officers, Principal Education Welfare Officer, Education Welfare Officers and external bodies as appropriate) to develop and implement strategies to improve attendance and punctuality.

7. To proactively monitor and analyse attendance records and progress towards school attendance targets.

8. To ensure all pupil data is accurately recorded on the Synergy system and that it is fully up to date by working with the Data/Performance Officer as and when appropriate.  

9. To have knowledge of the SIMS/Synergy System and other software ensuring that the regulations relating to Data Protection are followed at all times.  

10. To complete any statistical returns required regarding attendance/absence ensuring that all deadlines are met to enable the Department for Education to be informed on progress regarding the Attendance Strand element of the Priority Education Investment Area Programme.

11. To work alongside the Attendance and CAF Leader and the EWO to support persistently absent pupils and to undertake home visits and target setting to assist in this process.

12. To review the school’s attendance policy and monitor compliance

13. To work with the school Attendance Lead, CAF coordinator and Education Welfare Service to address any Safeguarding issues.

14. To remain up to date with current practice in effective attendance approaches so that the school’s programme for attendance management benefits from an up-to-date knowledge of best practice.

15. To undertake other duties commensurate with the grade and overall level of the position. 





The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment. 
	

EDUCATION / QUALIFICATIONS
	Essential 
	Desirable 
	How Identified 

	
	
NVQ Level 2 or above, or relevant experience of working with children, young people and families
	
Safeguarding Children trained
	
All essential qualification certificates must be presented at interview.






	
Essential Criteria 
 
	How Identified (delete as appropriate for each criteria)

	EXPERIENCE
	
Experience of working with groups of parents and children
	Application / Interview

	
	
Experience of working effectively across services and other public sector bodies
	Application / Interview

	
	
Experience of working as part of a team
	Application / Interview /Assessment

	
	
Experience of communicating with partner agencies and services orally and in writing
	Application / Interview /Assessment

	KNOWLEDGE 
	
Knowledge of government legislation and guidance on school attendance
	Application / Interview 

	
	
Knowledge of database systems
	Application / Interview 

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	 SKILLS & ABILITIES 



	
Ability to work with and refer appropriately to other agencies
	Application / Interview

	
	
Ability to work as a member of a team and also working alone following lone working guidelines/policy 
	Application / Interview

	
	Skills in recording data and information using data management systems 

	Application / Interview

	
	A high level of written and oral communication and interpersonal skills 
	Application / Interview 

	
	
Ability and willingness to work flexibly within a team environment
	Application / Interview 

	
	Ability to communicate effectively with individuals and groups both verbally and in writing 
	Application / Interview 

	Desirable Criteria 
 
	How Identified (delete as appropriate for each criteria)

	EXPERIENCE
	
Experience of partnership working
	Application

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	KNOWLEDGE 
	
Knowledge of school attendance procedures 
	Application

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	 SKILLS & ABILITIES 



	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	
	Application / Interview /Assessment








	


Other Requirements
	Essential 

	Desirable 
	How Identified 

	
	Driving licence/car user
	
	Documentation 

	
	
	
	Interview / Assessment / Documentation

	
	
	
	Interview / Assessment / Documentation



Please note: Front line posts with direct customer contact should include a statement detailing the spoken English language requirements of the post. 

For office use only: 
	Date Created:
	September 2026


	Agreed by:
	[image: ]




This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.
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