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JOB DESCRIPTION

Pastoral Support Officer - Wixams Academy

Salary range:   £24,977-£28,244 Pro Rata/Actual Salary - £20,028-£22,648

Working Pattern:	42.5 hours per week
                                Term Time only plus 5 days, 39 weeks per year
                                Monday – Friday, 08:00-16:30 


Job Purpose

The Pastoral Support Officer will play a key role in supporting the school’s behaviour and inclusion systems by overseeing the daily operation of the Behaviour Support Centre. They will ensure that the room runs smoothly, uphold high standards of conduct, and manage all associated detention and behaviour administration with consistency and accuracy.

When not supervising the Behaviour Support Centre, the Pastoral Support Officer will work closely with the Key Stage Lead and the on-call team to help maintain a calm, safe and purposeful learning environment across the school. This may include responding to behaviour incidents, collecting and recording student statements, meeting with students to address concerns and supporting restorative or follow-up conversations.

The postholder will model professionalism, promote positive behaviour and contribute to a culture of high expectations that supports students in making better choices and engaging fully in their learning.


Duties and responsibilities

Behaviour Support Centre Operations
- Induct students into the Behaviour Support Centre, clearly explaining expectations, routines and conduct standards.
- Uphold and model the highest standards of behaviour in line with the school’s Behaviour Policy.
- Ensure students settle quickly to the pre-prepared booklet work and understand how to complete it effectively.
- Monitor student engagement with booklet tasks, ensuring work is completed productively and to an acceptable standard.
- Manage the day-to-day operation and environment of the Behaviour Support Centre, making organisational changes and improvements under the direction of the line manager.
- Maintain a calm, structured, and purposeful environment that promotes reflection, learning, and improved behaviour.
- Record attendance, conduct and outcomes accurately using school systems.
- Coordinate and administer detentions in line with school processes, ensuring fairness and consistency.

Pastoral and Behaviour Support
- Meet with students to collect factual statements following incidents, ensuring accuracy, neutrality and timely submission.
- Support restorative conversations and follow-up meetings where appropriate.
- Liaise with parents and carers regarding conduct, time spent in the Behaviour Support Centre and follow-up actions as required.
- Provide pastoral support to students, encouraging improved decision-making and engagement.
- Supporting School Behaviour Systems
- Assist the on-call teacher during behaviour incidents, attending classrooms or other areas as needed to help restore calm and order.
- Work collaboratively with the Key Stage Lead and Heads of Year to maintain a safe, respectful and purposeful learning environment across the school.
- Contribute to behaviour reviews, case discussions and behaviour support plans as appropriate.

Professional Standards and Administration
- Share the detention lists with staff so they can be shared with the students.
- Uphold all safeguarding and confidentiality expectations in line with statutory guidance and school policy.
- Communicate professionally and effectively with students, staff and parents.
Participate in professional development and training relevant to the role.
· Any other duties requested by the leadership team when necessary.


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 Academy in relation to the post holder’s professional responsibilities and duties.
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