
Job Title: School Attendance Administrator 

Reports to: Office Manager/Headteacher 

Job Purpose: 

To manage the school's attendance processes, ensuring compliance with legal requirements 
and school policies. To provide efficient and effective administrative support related to student 
attendance, contributing to a positive and supportive school environment. 

Key Responsibilities: 

Attendance: 

●​ Monitoring and Recording: 
○​ Maintain accurate and up-to-date attendance records for all students using the 

school's management information system (MIS) Arbor.. 
○​ Monitor daily attendance and identify patterns of absence and lateness. 
○​ Generate attendance reports for school management, staff, and external 

agencies as required. 
●​ Attendance Improvement: 

○​ Contact parents/carers regarding student absences, following up on unexplained 
absences and lateness. 

○​ Work with students and families to address attendance issues, providing support 
and advice. 

○​ Implement and monitor attendance improvement strategies. 
○​ Liaise with external agencies, such as the Education Welfare Officer, to address 

persistent absence. 
○​ Organise and support attendance meetings with parents/carers and students. 
○​ Process and manage leave of absence requests. 

●​ Legal Compliance: 
○​ Ensure compliance with all relevant attendance legislation and school policies. 
○​ Maintain accurate records of attendance interventions and communications. 

General Responsibilities: 

●​ Provide administrative support to the school office as required. 
●​ Maintain a professional and welcoming demeanor when interacting with students, 

parents/carers, and visitors. 
●​ Stay up-to-date with relevant legislation and best practices. 
●​ Attend relevant training and development sessions. 
●​ Other administrative tasks as required by the head teacher or office manager. 

 



 

 


