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e Department 
 

 
Located within the heart of the Senior School main building, our Pastoral Office works closely with 
pupils, parents and teachers to ensure that each Senior School pupil is understood, supported and 
empowered. 

The Pastoral Office comprises our Deputy Head, Pastoral (DHP) who is also the Designated 
Safeguarding Lead, and the Assistant Head, Pastoral (AHP), also one of the Deputy DSLs. These two 
manage the eight House staff, four Senior and four Junior respectively, and these in turn are each 
responsible for the pastoral and academic well-being of pupils in their sections of the House.   

There are four Houses: North, East, West and School and every pupil belongs to a House 
throughout their time in the Senior School. Tutor groups are organised by year group and House to 
reinforce a sense of belonging and identity within the wider school. Form tutors are also an 
important part of the pastoral structure and a daily point of contact for pupils.   

Heads of Year, the Assistant Head (Pupil Personal Development), the School Nurses, the Learning 
Support department, the School Chaplain and the School Counsellors are also called on at different 
times by the Pastoral Team, according to the situation, to form a team around the pupil and to 
contribute to the wider pastoral support network.   

The pupils are at the centre of everything that we do and the successful candidate will relish the 
chance to be a part of that.   
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e Role 
 

We are seeking a passionate and dedicated PA to the Pastoral Office to support the operational 
leadership and management of the Pastoral Office.   
 
The Pastoral Office is a busy and dynamic place in which no two days are the same. The right candidate 
will be able to embrace both administrative and process-based activities, which support the smooth 
running of the office and ensure that we remain compliant in our safeguarding and 
attendance responsibilities. In addition, there is the crucial human dimension; sensitivity, compassion 
and discretion are essential when dealing with pupils and parents, as well as staff and representatives 
from external agencies.   
  
This is an immensely fulfilling role for the right candidate, who would sit at the heart of the Senior 
School and be able to make a positive impact on the experience of our pupils.    
 
 
Working Hours 
 
The post is term time (34 weeks per year), including INSET days plus 10 additional days to be worked 
during the school holidays and agreed with your line manager. The working hours are Monday to Friday 
8.00am to 4.30pm with 30 minutes unpaid lunch, totalling 40 hours a week.  
 
 
Remuneration  

The salary range for the role is £31,200 to £35,200 based upon experience (Full time equivalent 
£39,000 to £44,000) 

 
See below for details of the benefits package.  
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Person Specification: 
 

 Essential Desirable 

Education 
GSCE level 5-9 in Maths and English or 
equivalent 

 

Experience 
Experience of working in a busy office 
environment 

Pastoral / safeguarding experience in a 
school 

Skills 

A high standard of written fluency 
 
A good working knowledge of Microsoft 
Word and Excel 
 
Strong interpersonal skills with all staff, 
pupils, parents and representatives from 
external agencies 
 
The ability to work and collaborate with 
the wider pastoral team 
 
The ability to remain calm and measured 
when dealing with pupils and staff 
 

Knowledge of CPOMS (Child Protection 
Online Management System) and iSAMS 
(Independent Schools Admin 
Management System) 
  
Current knowledge and understanding of 
DfE attendance codes and statutory 
reporting duties regarding attendance 

Personal 
Qualities 

 Warm and Welcoming Presence 
A genuinely positive individual who is 
kind and approachable, especially 
towards children, and who contributes 
to the friendly atmosphere of the school 

 Self-Starter and Independent 
Worker 
Demonstrates initiative and can manage 
tasks independently with minimal 
supervision, while also knowing when to 
seek guidance or collaborate 

 Sense of Humour  
Brings a cheerful and resilient attitude to 
the team 

Confidentiality  
Ability to maintain confidentiality inside 
and outside the workplace 
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Below is a summary of the key responsibilities of the PA to the 
Pastoral Office. 

Attendance: 

• To act as the School Attendance Champion, responsible for oversight of daily attendance 
register and collating and reporting trends/concerns to DHP & AHP including: 

• To extract the half termly reports for the relevant Pastoral leaders and Academic office 
• To send in iSAMS a half termly standard attendance email to all Senior School parents 
• To distribute weekly registration reports to Tutors 
• To extract weekly code reports, liaise with the Front Office and House staff in instances of 

inaccurate absence codes and missing data 
• To liaise with tutors where there is an unexplained absence 
• To liaise and make referrals to CME regarding Children Missing in Education or long-term 

absentees (ie non-leavers missing for 10 consecutive school days or more) 
• To write to parents where required, in agreement with the House staff  

 

Safeguarding: 

• To promote a culture to safeguard and ensure the welfare of our children and young persons 
(for whom you are responsible and with whom you come into contact) 

• To understand and always comply with statutory guidance set out in the current Keeping 
Children Safe In Education (KCSIE) and other relevant school policies 

• To support the needs of the Pastoral Office, DHP & AHP 
• To support pupils who come into the Pastoral Office by assessing / triaging their needs to 

understand whether further support required by the Housemistress/Housemaster (Hsm), DHP, 
AHP or School Nurses  

• To work with sensitive information and maintain confidentiality 
• To maintain the pupil pastoral flags and ‘red’ pastoral pupils using CPOMS, SharePoint and iSAMS 
• To work with the Front Office and members of the Pastoral team to locate a missing pupil 
• To liaise with external agencies where required i.e. local authority (children’s services), police 

etc on behalf of DHP or AHP 
• To maintain a record of local authority referrals 
• To send safeguarding files for pupils who have left after confirming they are off roll / on roll 

elsewhere 
• To collate safeguarding files and chase nil returns for new pupils and enter them onto CPOMS 
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• To manage and gather information regarding welfare check requests from external agencies 
• To liaise with counsellors regarding rooming, referrals and pupils’ appointments  
• To maintain a record of any additional sessions provided to pupils outside the initial block of 8 
• To maintain safeguarding records for all senior school staff CPD 
• To liaise with the Head of Department / HR team to arrange a Safeguarding briefing with the DHP / 

AHP for new members of staff 
• To organise and maintain records of specific Safeguarding Child Protection training for Hsms and 

other key pastoral staff i.e. Level 3 training  

 

CPOMS Administration: 

• To manage and update CPOMS with new user information 
• To arrange CPOMS training for new members of staff 
• To annually and when required update CPOMS user permissions and alerts  

 

Admin: 

• To assist in managing the diaries of the DHP and AHP as required 
• To answer the phone, screen calls, take and relay messages  
• To schedule and arrange meetings (internal and external) and organise events as required by the 

Pastoral Office 
• To meet and greet parents, showing an understanding of the needs of people from different 

cultural, ethnic and language backgrounds  
• To minute meetings, prepare agendas & relevant documents, initiate actions from such meetings 
• To prepare and send material including large mailings (either electronically or postal) for parental 

communications 
• To work with the PA to Chief Operating Officer (COO) to ensure relevant Safeguarding training is 

passed to the Governors 
• To arrange agenda and liaise with the Safeguarding Governor, at points in the year to visit and 

spend time with pupils 
• To work with the DHP & AHP to identify and improve pastoral processes, particularly with regards 

to inspection 
• To be involved with new processes, ensuring initial trial period is overseen and any required 

changes are put in place in an effective manner 
• To type and proof-read correspondence  
• To undertake other similar duties and activities that fall within the grade and scope of the post as 

directed by the Senior Leadership Team (SLT) during the absence of other Admin staff 

 



 PA to the Pastoral Office | Bancroft’s School 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 PA to the Pastoral Office | Bancroft’s School 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 PA to the Pastoral Office | Bancroft’s School 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 PA to the Pastoral Office | Bancroft’s School 

 

  

https://www.bancrofts.org/about-us/employment-opportunities/

