
 
TORQUAY ACADEMY 

 
Job Description 

 
 
 
 
Name    
 
Job Title  Attendance Support Officer 

 
Accountable to   Vice Principal – Expectations and Wellbeing 

 
Job Purpose To be part of the Attendance Team to improve levels of student’s attendance and 

punctuality across the Academy. To monitor student’s attendance and provide support to 
ensure they attend. To promote positive attitudes by students and their families towards 
education and achievement. 

 
Salary   Scale Point Range 5-6 
Hours per week  37.5 hours per week 39 weeks per annum – start time 8.00am 

    

 

Key Responsibilities:  

 
Attendance 

 
1. Record, monitor and take appropriate action for any students who arrive to school late after 8:20am. 
2. Update absences by taking off telephone messages and emails and recording the appropriate codes.  
3. Identify those Students who are absent for the first day of a new absence period. 
4. Telephone/text message the parents/guardians of all absentees to: 

 

 Establish reason for absence 

 Establish expected date of return 

 Support in the quick return of students  
 

5. If telephone/text message contact cannot be made standard letters should be sent to parents/guardians of all 
absentees. 

6. Maintain a log/record of all contacts made. 
Communicate attendance matters to tutors/ Head of Academic Progress as appropriate. 

7. Make contact with students that have low attendance/attendance problems to establish reasons for this and 
8. implement help where required.   
9. Focus on LAC students and persistent absentees ensuring that attendance is a priority. 
10. First point of contact with parents/carers on the phone and in person, to deal with responses to receiving 

letters/text messages. 
11. Work with the Year teams within the Academy and with health professionals, and other outside agencies.   
12. Contact parents/carers as necessary concerning the welfare of students and ensure that records of such 

contacts are shared with appropriate staff, such as Tutors and with the year teams. 
13. Ensure when students are sent out of school for medical reasons they have the appropriate person’s or 

permission from their guardian/parent. 

 
 

 



The post holder will be required to carry out the following duties associated with meeting Parents, Carers and 
Students: 

 
1. Organise and set up meetings as requested by the Year teams and Attendance Officer. 
2. Work with the Attendance Officer and carry out accompanied home visits to parents and students when 

required. 

 

Electronic Registration: 

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

 
1. Input and 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 weekly attendance data for Tutors and Heads of Year. 
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. 
9. Monitor student lateness and implement appropriate sanctions as detailed in the Academy’s Attendance Policy. 

 
Other Duties: 

1. To undertake reception duties as and when required. 
2. Be visible during both 30 minutes breaks to build relationships with students and discuss attendance matters. 
3. To undertake the issuing and collection of loaned uniform, as required. 
4. To undertake clerical and administrative duties as required by the Line Manager. 
5. To undertake additional duties as required by Academy Senior Leadership Team, commensurate with the level of 

the job. 

 
 
 
 
 

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

 
 


