[image: image1.png]


Wellfield School

Job Description

Pastoral Support Officer  Z6218

Name:





Responsible to and mentored by:
 
AHT Behaviour for Learning 
Person Specification for All Staff at Wellfield

We want all educators at Wellfield to:

· Be committed to continuous improvement and raising standards 

· Relate well to our students

· Put student needs first

· Be self starters and aim for the best in what they do

· Have confidence and competence in the use of ICT

· Be team players

· Communicate well

· Be positive and co-operative, especially in times of change

· Review what they do regularly

PARTICULAR DUTIES AND ACTIVITIES:
Behaviour

· Support ‘On Call’ system and assist with follow up in response to incidents;

· Investigate and resolve incidents/issues in line with school procedures and liaise with relevant Head of Learning / Assistant Headteacher on appropriate action;

· Identify and have knowledge of ‘hot spots’ around school;

· Ensure appropriate referrals are made to the Learning Support Unit (LSU) & other agencies, in consultation with AHT and LSU Manager;

· To monitor reports for identified students;

· Support whole school detention system, and monitor detention lists;

· Develop strategies for mediation;

· Work with students and their parents / carers to improve behaviour of identified students;

Pastoral

· Meet with parents/receive phone calls to discuss parental concerns and pastoral matters such as uniform, equipment and behaviour;

· Liaise with outside agencies as appropriate;

· Work with relevant HOL to maintain up to date information regarding individual students according to school systems;

· Undertake supervision duties and be a positive presence for students at lunchtime, break and before/after school (inc. detentions);

· Deal with day-to-day pastoral problems, including supporting Tutors with daily uniform and equipment checks;

· Support agreed intervention with pupils inc. production and monitoring of IBPs, PSPs, Parental Contracts etc.;

· Monitor uniform and equipment;

Attendance

· Monitor students who are late, especially those who accrue late-after-registration marks (which count as unauthorised marks);

· Monitor students who are persistently late to lessons (3 in any day leading to an automatic detention);

· Carry out spot checks on known truants;

· Promote the importance of good attendance;

· Participate in assemblies and rewards systems for encouraging good attendance.

General

· Take responsibility for own professional development/training;

· Participate in the school’s performance management framework;

· Participate in counselling supervision;

· Undertake Child Protection training as required;

· Provide support in lessons as appropriate and required;

· Carry out duties with regard to Equal Opportunities and Racial Equality policies to ensure that students and colleagues are treated in a fair and consistent manner;

· Support Parents’ Evenings, Reward Ceremonies and similar events;

· To play an active part in school life and support extra-curricular activities e.g. maths mentoring, clubs, trips etc.
ALLOWANCE ATTACHED TO THE POST AND DUTIES: Grade 7 (£23,541- £27,041 pro rata)
HOURS OF DUTY:   37hrs per week, full time, term time plus 2 weeks
These duties may be varied from time to time to meet the changing demands of the school at the reasonable direction of the Head Teacher commensurate with the grade of the post.  This job description does not form part of the contract of employment. It describes the way the post-holder is expected and required to perform and complete the duties as set out.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.

Signed:     
_________________________

Date:  
  
 _________________________

Headteacher: 
_________________________

