



	Soke Education Trust
JOB DESCRIPTION
Pastoral Support Officer



	
Position:		Pastoral Support Officer

Responsible to:		Deputy Headteacher 

Salary:			NJC Point 19-24

Hours of work:		


Core Purpose:

To meet the Trust’s aim to:	
“Strive for high expectations, explore the world we live in and transform life opportunities to enable children to learn important knowledge, skills and concepts so they make meaning of the world and thrive within it.”


This job description should be implemented along with the following documents:
· Keeping Children Safe in Education
· Safer Recruitment

Key Responsibilities:
 
Safeguarding & Child Protection
· To implement school and DFE child protection policies and procedures.
· Encourage good practice by promoting and championing the safeguarding/child protection policy and procedures. 
· Respond appropriately to disclosures or concerns which relate to the well-being of a child. 
· To maintain accurate, confidential and up-to-date documentation on all cases of safeguarding and child protection and report where required. 
· To work directly with, and liaise with locality and social care teams to support children in need and their families in order to promote, strengthen and develop the potential of parents/carers and their children in order to prevent children becoming looked after and/or suffering significant harm. 
· Where required, liaise with statutory agencies and ensure they have access to all necessary information. 
· To work as DDSL alongside the Designated Safeguarding Leads.
· To work alongside school leaders and the DSL to initiate and refer pupils to outside agencies and co-ordinate referrals. 
· To liaise with school staff in initiating multi-agency referrals for pupils. 
· To work as part of the Early Help Team in supporting families.
· When appropriate, to act as lead professional and coordinate Team Around the Family meetings 
· To ensure that vulnerable pupils who are victims of abuse are supported appropriately and sensitively and that all actions assigned to the school from planning and interventions meetings are successfully carried out and monitored 
·  To collate and produce statistical information with regards to safeguarding and pupil groups. 
· To plan and assist in delivering safeguarding training within school. 
· Support school leaders in coordinating the multi-agency approach to prevent and address child protection issues and children in need
· To maintain confidentiality at all times. 
· To adhere to the schools’ policies as outlined in the staff handbook. 
· To ensure an environment that safeguards all pupils
· Attend and participate in relevant training, sharing the knowledge and ideas gained with colleagues
· To read and keep up to date with changes to school policies and DfE guidance
· To make visits to the home, with colleagues, as needed


Educational Support
· To work with small groups and individuals with identified SEMH or special educational needs to provide bespoke support and intervention packages
· To communicate with parents about children’s pastoral needs and progress, as requested by the headteacher
· Provide pastoral support to children during their lunchtime
· To work with specific identified children in the classroom, supporting readiness to learn

Attendance
· Support the headteacher in monitoring attendance & implement school procedures with parents
· Provide tracking data and reports for leadership team and Trustees such as, attendance, CP trends etc
· Liaise with parents to offer support with improving attendance
· Issue attendance reminders and letters to parents
· Provide administrative services in the completion of FPNs 

Work context
· To work in the school, make home visits and provide support on the playground or on trips
· To be prepared to work with a small minority of children who can at times be challenging and display verbal and physical behaviours which are difficult.
· To be prepared to occasionally be exposed to bodily fluids when dealing with children who are unwell or need support with their personal hygiene

General Responsibilities

· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job 
· To undertake health and safety duties commensurate with the post and/or as detailed in the school health and safety policy. 
· To work in accordance with the school’s equality policy



This job description will be reviewed annually.
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful candidates will be subject to an enhanced DBS check and medical questionnaire.



