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PASSMORES COOPERATIVE LEARNING COMMUNITY



Job Description
    
Position: School Behaviour Officer

Line Manager: Mark Scholtes – Senior Leadership Team

Performance Management Reviewer: Mark Scholtes – Senior Leadership Team

[bookmark: _Hlk207377926]
Purpose of Role:

To support the effective management of student behaviour by administering the Arbor MIS Behaviour module, ensuring data is recorded accurately and used effectively to inform interventions. The post holder will also support staff with Arbor usage, generate reports, and ensure that behaviour systems run smoothly across the school and integrates to other systems where necessary.

Behaviour Data Management:
· Administer and maintain the Arbor behaviour management system.
· Monitor the input of behaviour incidents by staff to ensure consistency and accuracy.
· Ensure detentions, suspensions, and rewards are recorded appropriately and communicated.
· Produce weekly, termly, and ad hoc behaviour reports for pastoral leaders, SLT, and governors.
· Analyse patterns and trends in behaviour data to support early intervention.
· Undertake duties within the school, such as Green Room and On Call as directed by the Leadership Team.
System Support:
· Support staff in using the Arbor system, offering guidance and troubleshooting as needed.
· Liaise with Arbor support or the school’s IT team to resolve technical issues.
· Maintain up-to-date knowledge of Arbor updates and features relevant to behaviour tracking.



Administration:
· Manage central detentions and follow up on attendance or non-completion.
· Manage all administration for in school behaviour panel meetings and follow up on any actions.
· Maintain records relating to exclusions, parental meetings, interventions, and support plans.
· Maintain and action any Learner Support Plans for intervention.
· Provide administrative support to the pastoral and safeguarding teams as required.
· Manage all suspension letters to parent/carers on the day of receipt and store electronically in the Arbor management system.
Communication:
· Liaise with parents/carers regarding behavioural incidents where necessary.
· Work with Heads of Year and Pastoral Teams to ensure effective communication regarding student conduct.
· Collaborate with SENDCo, Safeguarding Lead and Attendance Lead where behaviour overlaps with pastoral or safeguarding concerns.
Summer School:
· Take part in the management and coordination of Summer School as required by the Headteacher.
Other Duties:
· You may be expected to take on additional tasks not originally outlined in your job description.  These could include, First Aid, Student Services or Reception cover or any other duties reasonably required by the senior leadership team.

Whole School

· To participate in the performance and development review process, taking personal responsibility for identification of learning, development, and training opportunities in discussion with line manager.
· To comply with individual responsibilities in accordance with the role for health & safety in the workplace.
· To ensure that all duties and services provided are in accordance with the academy’s Equal Opportunities Policy.
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

Well-Being and Mental Health

As a member of staff at PCLC, we take responsibility for looking after our own mental health and wellbeing and that of other adults and children by:

· Supporting and adopting evidence-based practice from credible organizations (e.g. Mind), which have been proven to improve and sustain positive mental health and wellbeing for children and adults.
· Developing knowledge and awareness of how children's mental health can impact on their wellbeing and development. 
· Managing our own health and wellbeing, by adopting good health behaviours (for example in relation to diet, exercise, alcohol consumption and smoking).
· Informing a line manager or mental health first aid team member if concerned about the mental health or wellbeing of ourselves or of others.
· Tackling and challenging any stigma regarding mental health and offering support, kindness and understanding to others in need.

In addition to the above areas, the postholder is responsible for the following actions:

Liaising with line manager, relevant support staff, subject staff, pastoral staff, LA staff, parents/carers and outside agencies, as and when required.

Health and Safety

1. To assist with the carrying out of risk assessments.
2. To ensure that Health and Safety policies and procedures are followed.


Other specific duties

1. To play an active part in the life of the school community

The job description is current at the date shown, but, in consultation with you, may be changed by a co-principal to reflect or anticipate changes in the job commensurate with the grade and the job title.

Vic Goddard 
CEO
September 2025
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