
 
TORQUAY ACADEMY 

 
Job Description 

 
 
 
 
Name    
 
Job Title  Attendance Officer 

 
Accountable to   Vice Principal responsible for Expectations and Wellbeing 

 
Job Purpose To be responsible for attendance with the focus on improving student’s level of attendance 

and punctuality across the Academy. To analyse attendance data and liaise with staff, 
parents/carers and outside agencies to make a positive difference. To promote positive 
attitudes towards attending, education and achievement. To prepare paperwork including 
warning letters and work with the Local Authority if and when a prosecution is appropriate. 

 
Salary   Scale Point Range 12-17 
Hours per week  37.5 hours per week 39 weeks per annum  

    

 

Key Responsibilities:  

 
Job Tasks: 

1. To monitor lateness and absences across the Academy. 
2. Liaise with Senior leadership team, HOAPs, Year teams, and Safeguarding team, regarding attendance 
3. Communicate with parents/carers 
4. Oversee rewards and certificates for attendance   
5. To be responsible for documentation and process of all legal paperwork 
6. Prepare documents for court and attend court hearings on behalf of the Academy 
7. Make home visits to parents/carers when requested by the Academy 
8. Attend Pastoral Support meetings  
9. Complete forms to access services from outside agencies 
10. Liaise with the LA and other external agencies 
11. Collaborate with staff, as required, in all matters relating to attendance 
12. Carry out electronic registration duties, as required (see below) 
13. Analyse and evaluate attendance within the Academy and produce statistical evidence of trends 

and   anomalies and to present in a variety of formats to different audiences including Governors and Ofsted 
14. Analyse persistent absentees’ attendance on a daily/weekly basis and take the appropriate action 
15. Undertake necessary training as directed 
16. Train staff in attendance issues 
17. Maintain accurate records through effective filing and computerised systems 
18. Monitor students attendance who are educated off site 
19. Work alongside Torbay Council to undertake essential measures for CME and MISPER and Safeguarding 
20. Be able to transport children in own vehicle, as and when required – in line with the Academy’s policy of 

business use insurance 
21. Use legal documentation to record part time timetable and oversee timely reviews  
22. Any other duties as directed by the Line Manager or the Principal 

 

 

 



Electronic Registration: 

 
The post holder will be required to carry out the following duties associated with the electronic registration procedure. 

 
1. Monitor attendance for morning and afternoon registration sessions. 
2. Carry out manual input of registration codes when necessary. 
3. Maintain and update the SIMS Attendance module registers to ensure accuracy and effective analysis by 

Academy staff. 
4. Production of attendance data for Year teams and Vice Principal. 
5. Production of Official Registers as required by Senior Academy Staff. 
6. Production and distribution of weekly Roll Numbers and Absences data to staff to be emailed out. 
7. Display of Attendance statistics around the Academy. 
8. Additional administrative support tasks associated with the Academy’s aim of improving students’ 

attendance as required. 

 
 
 
 
 

Signed .............................................................. 
 
 
 
Dated................................................................ 

 
 


