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Morecambe Bay Academy 

Job Description 

• To ensure that levels of attendance by pupils is improving so that it is significantly 

 above the national average. 

• To ensure that student registers are correct and the whereabouts of all pupils is 

 accounted for. 

Main Whole School Responsibility:

• Demonstrate, at all times, the academy’s values and principles. 

• Work with the Deputy Headteacher and Attendance Manager on developing and   

 Implementing strategies to create a culture of excellent attendance. 

• Have working knowledge of best practice in improving attendance and the 

 awareness of and  implementation of any government initiatives. 
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Morecambe Bay Academy 

Job Description 

• Use Academy ICT systems, SIMS and Synergy, to identify and co-ordinate 

appropriate interventions across the school for individual pupils and identified 

groups. 

• Monitor the attendance of pupils who access Alternative Provision. 

• Work on celebrating and promoting excellent attendance across the academy. 

Key accountabilities (and specific duties / responsibilities): 

To take responsibility for the following systems of intervention, monitoring persistently 
absent pupils and keeping accurate records: 

• Check and chase a.m. registers, recording lates and taking calls/messages for 

• pupils absent that day. Priority for those on vulnerable/disadvantaged pupils (DP ) 

list. 

• Make first day contact. Follow up calls for non-response/unsatisfactory reasons for 

absence. 

• Conduct home visits using own vehicle when required. 

• Check and chase p.m. registers. 

• Monitoring of persistently absent pupils against targets and administration of 

stage letters, panel meetings and penalty notices. 

• Plan to ensure that parents/carers who wish to take their child out of school during 

term time are contacted and the potential consequences explained.  Seek 

permission/advice from Head of school. 



• Ensure that the school’s official registers are in line with legal requirements and that 

any anomalies are reported to the attendance manager in the first instance, during 

that working day. 

• Provide weekly/monthly/termly data on attendance for the Deputy Headteacher 

responsible for attendance with identified time frame of the request 

• Work closely with the parents/carers of targeted pupils, forging positive and con-

structive relationship in order to engage parents/carers and provide support to get 

pupils to return to school at the earliest opportunity. 

• Keep in weekly contact with long-term absentees, accurately recording outcomes of 
communication in the relevant attendance log and liaise with the Class Teacher/
Head of Faculty/SLT lead to ensure that effective reintegration strategies are used, 
identifying ‘catch up’ needs and work is provided for study at home during the ab-
sence where applicable 

• Contact parents/carers where absences have remained unexplained despite previ-

ous intervention seeking and securing relevant evidence to ’authorise’ the absence. 

• Work with targeted pupils identified by Year Leaders/SLT lead on attendance to im-

prove attendance through parental contract, accurate monitoring and reporting, 

populating attendance reports, generating short-term targets and co-ordinating 

rewards under the co-ordination of Year Leaders. 

• Prepare detailed and accurate cases for referral through the CAF as directed by Year 

Leaders who will lead on the CAF and for where court action is required. Liaise with 

the Court Officer to initiate proceedings and follow identified protocol. 

• Attend training that is identified as essential professional development. 

• Act as a safeguarding officer reporting any concerns immediately to the Designated 

Safeguarding Lead (DSL) or Assistant DSL  

Morecambe Bay Academy 

Job Description 

 

Belong   |   Believe   |   Achieve 



The post holder may be required to carry out a variety of tasks in addition to the responsi-
bilities listed above. 

The successful applicant will be expected to demonstrate a high level of professionalism 
and confidentiality at all times, be able to work under pressure and meet tight deadlines.   
They will be proficient at problem-solving and ideally have experience of developing their 
skills in a working environment  

It is the Trust’s intention that this job description is seen as a guide to the major areas and 
duties for which the HR & Finance Administrator is accountable.  However, this may 
change and the post holder’s obligations will vary and develop. The post holder is required 
to perform other reasonable duties which are assigned from time to time.  The job de-
scription should be seen as a guide and not as a permanent, definitive and exhaustive 
statement. 

 

Safeguarding: 

The Bay Learning Trust is committed to the safeguarding and promotion of the welfare of 
all children and young people in our care. All staff have a key role and responsibility in this 
area and will be subject to an Enhanced Disclosure check.  
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Person Specification 

 

Belong   |   Believe   |   Achieve 

NVQ Level 3/ A Level or 

equivalent qualification in an 

appropriate subject area 

 

GCSE Grade C or above in English 
and Mathematics or equivalent  

Safeguarding training 

Sims Training  

Proven experience of working with 
young people age 11-16 in a 
voluntary or other professional 
capacity  

Experience of working in a 
school or local government 
environment. 
 
Experience of working with 
families and agencies such as 
Children Social Care  

Understanding of the main 
challenges for pupils with poor 
attendance in the secondary 
sector. 
 
Knowledge and ability to deal 
with a range of different barriers 
which impact on a pupil’s 
attendance. 
 
High quality people skills to 

deal with difficult problems 

and potential conflict. 

Excellent literacy and numeracy. 

Understanding of multi-agency 

work. 

 

Knowledge of DfE guidance on 

attendance and school 

accountability. 

 

Understanding of the impact of 
deprivation on attendance.  
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Person Specification 
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General administrative/ICT 

skills especially in the use of a range 

of IT Software (Word, Excel, Email). 

 

Proven organisational and time 

management skills. 

 

Ability to build effective relationships 

and work sensitively and effectively  

with parents/carers, pupils, staff and 

outside agencies. 

 

Ability to promote a positive  

ethos and have a ‘can do’ attitude.  

 

Professional appearance and 

conduct. 

A committed life-long learner, willing 

to undertake further training. 
 

Good communication skills, flexible 

approach with tact and diplomacy. 
 

Self-motivating and ability to work as 

part of a team. 
 

Ability to ensure confidentiality.  
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