
 
 
 
 

JOB DESCRIPTION 

Job Title: 
 

Attendance Liaison Officer 

School: 
 

Debden Park High School 

Location: 
 

Loughton, Essex 

Reporting To: 
 

Claire Porter - DSL 

Key Internal 
Relationships: 

Headteacher, SLT, Teaching and Support Staff, Trust HQ, other TKAT 
schools 

Our Commitment 

Be Who You Are at TKAT - This Job Description represents the role as we see it in its entirety. 
We do not expect candidates to have in-depth experience of every element of application, but 
we do expect to provide you with the support and flexibility you need to get there and to enable 
you to do it your way. We want to demonstrate to our children and young people what a good, 
inclusive employer looks like in order to inspire them to be whoever they want to be. 
 
Safeguarding - TKAT is committed to safeguarding and promoting the welfare of children and 
expects all staff and volunteers to share this commitment. Offers of employment will be subject 
to the full Safer Recruitment process, including an enhanced disclosure and barring service check.​
​
Equal Opportunities - TKAT is committed to equality of opportunity. We welcome applications 
from all suitable candidates, regardless of any protected characteristic for example race, gender, 
sexual orientation, disability or age. All applications are treated on merit. This includes 
applications from individuals wishing to work full time, part-time or on a flexible basis. 

Job Purpose 
 
To monitor and report on whole-school attendance data, analysing data to identify key areas of 
concern. To work closely with pupils, staff, parents and carers to reduce levels of absence, and act 
appropriately when persistent absence becomes a safeguarding issue.  

Work collaboratively with parents and carers to help overcome pupils’ barriers to learning, 
whether inside or outside school. This will involve maintaining regular communication, putting 
interventions in place, and liaising with relevant staff and professionals to ensure parents and 
carers are consistently engaged in pupils’ development and progress. 

The Deputy Designated Safeguarding Lead (DDSL) will assist the Designated Safeguarding Lead 
(DSL) in all matters of safeguarding and child protection across the school. They may take part in 
strategy discussions and inter-agency meetings, and contribute to the assessment of children. 
They will advise and support other members of staff on child welfare and child protection 
matters, and may liaise with relevant agencies such as the local authority and police. 
 



 
 
 
 

The Attendance Liaison Officer will: 

●​ Be responsible for ensuring equality of opportunity for all. 

●​ Take responsibility for promoting and safeguarding the welfare of children within the 
school and trust. 

●​ Work inline with the school ethos and the trusts’ vision.  

Duties and Responsibilities  

Administration  

●​ Ensure daily attendance registers are accurate and complete, and follow up with staff 
members about any incomplete data.   

●​ Follow up on any unexplained absences with parents/carers, escalating issues as 
appropriate in line with school procedures Initiate and oversee the administration of 
absence procedures, for example letters home, attendance clinics and engagement with 
local authorities/other external agencies and partners.  

●​ Manage attendance returns for the school census. 

●​ Manage the process of issuing penalty notices to parents.  

●​ Maintain accurate records of communications with parents/carers and relevant 
interventions.  

●​ Build and refresh knowledge of the school’s MIS and other relevant systems.  

Monitoring and reporting  

●​ Produce and interpret attendance reports for school leaders, identifying key statistics, 
reasons for absence and any patterns of concern.   

●​ Track attendance of vulnerable groups of pupils and share information with school 
leaders. 

●​ Identify pupils that need additional support to improve their attendance.  

●​ Work with school leaders to identify appropriate interventions to improve attendance for 
particular groups or individual pupils.   

●​ Work with school leaders to develop and revise the school’s attendance policy.  

●​ Implement children missing education (CME) procedures when appropriate.  

●​ Provide regular reports to attendance organisations to raise awareness of emerging at-risk 
pupils.  

Working with staff and other professionals 

●​ Work with relevant staff to identify and bring onboard pupils and parents/carers that 
would benefit from personalised support. 

●​ Develop action plans in consultation with relevant staff and professionals, where 
necessary. 

●​ Maintain regular communication with relevant staff to update them on the progress of 
individual pupils. 



 
 
 
 

●​ Inform the Headteacher/DSL team of safeguarding issues, especially ongoing enquiries 
into whether a child is at risk of harm, and police investigations.  

●​ Liaise with the case manager and the local authority’s designated officer for child 
protection concerns in all cases where a member of school staff is involved. Liaise with the 
safeguarding governor if appropriate.  

●​ Liaise with staff on matters of safety, safeguarding, and whether to make a referral.  

●​ Act as a source of support, advice and expertise for staff.  

●​ Assist and understand the assessment process for providing early help and intervention.  

 

Working with parents/carers  

●​ Coordinate meetings with pupils and parents/carers to implement interventions and track 
progress.  

●​ Organise and facilitate training support classes for vulnerable families  

●​ Build positive relations with parents/carers to encourage family involvement in their child’s 
attendance. 

●​ Identify, and where possible, mitigate potential barriers to attendance in partnership with 
families.   

●​ Carry out home visits, where necessary, to address attendance concerns for individual 
pupils.  

●​ Act as the lead point of contact for the parents/carers of pupils receiving additional 
support. 

●​ Maintain regular communication with specific parents/carers and provide personalised 
support for families through issues as they arise. 

●​ Put interventions in place to encourage parents/carers’ involvement in supporting pupils’ 
development and progress. 

●​ Keep up to date on the latest services available in the local area so you can promote and 
signpost parents/carers to these via a range of communication channels (e.g. social 
media, newsletters, in meetings, etc). 

●​ Implement and monitor progress of action plans, working with parents/carers to make 
adjustments to support as necessary. 

 

Training   

●​ Undergo training to develop and maintain the knowledge and skills required to carry out 
the role. 

●​ Undergo Prevent training and be able to: 

○​ Support the school or college in meeting the requirements of the Prevent duty. 

○​ Provide advice and support to staff on protecting children from the risk of 
radicalisation. 

●​ Undergo training on female genital mutilation (FGM) and be able to:  



 
 
 
 

○​ Provide advice and support to staff on protecting and identifying children at risk of 
FGM. 

○​ Report known cases of FGM to the police, and help others to do so.  

●​ Obtain access to relevant resources. 

Professional development  

●​ Take opportunities to build the appropriate skills, qualifications, and/or experience 
needed for the role, with support from the school.  

●​ Take part in the school’s appraisal procedures. 

Record keeping 

●​ Maintain accurate records of interventions and relevant meetings. 

●​ Facilitate the transfer of relevant pupil information inside and outside the school. 

●​ Complete relevant paperwork required by external agencies. 

Safeguarding  

●​ Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in 
Education, Prevent) and our safeguarding and child protection policies.  

●​ Be alert when persistent absence becomes a safeguarding concern and early help may be 
required. 

●​ Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, 
including sharing concerns where necessary. 

●​ Promote the safeguarding of all pupils in the school. 

Other areas of responsibilities  

●​ Where children leave the school, work with the DSL to securely transfer their child 
protection. 

●​ file to their new school as soon as possible, separately from the main pupil file. 

●​ Undertake safer recruitment training and support the school to follow best practice. 

●​ Alongside the DSL, monitor the single central record and ensure it complies with all 
relevant. 

●​ legislation. 

●​ Assist the DSL in producing safeguarding reports to the governing board. 

●​ Model best practice and uphold the principles of confidentiality and data protection at all 

●​ times. 

All employees are expected to: 

●​ Actively promote and follow School and TKAT policies and procedures. 

●​ Uphold, support and demonstrate the TKAT vision, purpose and values.  
 

 



 
 
 
 

 
 
Please note that this list of duties is illustrative of the general nature and level of 
responsibility of the role. It is not a comprehensive list of all tasks that the Attendance Lead 
and Deputy DSL will carry out. The postholder may be required to do other duties 
appropriate to the level of the role, as directed by the headteacher. 
 

This job description may be amended at any time in consultation with the postholder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSON SPECIFICATION  

Selection Criteria  Essential (E) or 
Desirable (D) 

Assessed By 

Qualifications, Training and CPD: 



 
 
 
 

GCSE or equivalent level, including at least a Grade 4 
(previously Grade C) in English and Maths. 

E Application  

DSL Level 3.  D Application  

Degree. D Application  

 Experience: 

Experience working in a school environment or other 
educational setting. 

E Application & Interview 

Experience of implementing and encouraging good 
safeguarding practice throughout a large team of 
people. 

D Application & Interview 

Experience working with children / young people with 
additional needs (e.g. special educational needs (SEN) 
and disabilities, behavioural needs, mental health needs). 

E Application & Interview 

Experience working with colleagues and external 
stakeholders (e.g. from external agencies). 

E Application & Interview 

Experience supporting and working with parents of 
young people. 

E Application & Interview 

Experience analysing data and producing reports and 
identifying key insights.  

E Application & Interview 

Experience of keeping good written records. E Application & Interview 

Knowledge, Skills and Attributes: 

Good listening skills.  E Application & Interview 

Effective written and verbal communication skills. E Application & Interview 

Knowledge of the potential barriers to high attendance 
that pupils may face.  

D Application & Interview 

Ability to use IT systems and to conduct analysis and 
produce reports.  

D Application & Interview 

Ability to create good relationships with children, staff, 
parents and external agencies. 

E Application & Interview 

Willingness to provide the best possible opportunities for 
all pupils. 

E Application & Interview 



 
 
 
 

Organised, good time management skills, proactive and 
self-motivated. 

E Application & Interview 

Commitment to upholding and promoting the ethos and 
values of the school. 

E Application & Interview 

Ability to work under pressure and prioritise effectively. E Application & Interview 

Ability to maintain confidentiality at all times. E Application & Interview 

Committed to safeguarding, equality, diversity and 
inclusion. 

E Application & Interview 

Knowledge of available support services in the local area. D Application & Interview 

 


