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Job Description
Pastoral Support Officer
(Maternity Leave Cover)
Main Duties

Student Support
· To be a ‘first point of contact’ for students (and parents/carers) and respond quickly and effectively to concerns raised and particularly to distressed individuals or groups.
· Provide first-line support, advice, encouragement and challenge to promote resilience, academic success and help remove barriers to personal fulfilment & learning.
· To support school Equality and Diversity and Anti-Bullying Policies by helping to challenge negative stereotypes, promote courtesy and open-mindedness and increase resilience and mutual respect.
· To assist in investigations around breaches of school rules and behavioural expectations (statement taking) and support decisions effectively.
· To support the mental health needs of students in the year group, liaising with the counselling and Learning Support team.

Support the Head of Year and Senior Staff by:
· Assisting with monitoring and evaluating student performance and behaviour including collating data and sending memos in particular around vulnerable students (e.g. pupil premium) and providing appropriate feedback.
· On occasions, meeting with parents/carers as a substitute tutor at events such as Academic Review Day and Parents’ Evenings (by negotiation).
· Helping to monitor student attendance, time-keeping and behaviour, to undertake register checks and truancy sweeps and to follow up concerns with staff and parents/carers.
· Analysing, reporting and recording confidential and case-relevant information.
· Working closely with Pastoral Leaders, school counsellor(s), nurses and external agencies including, health, welfare and other professional teams.
· Attending and contributing to key support meetings, e.g. Fast Forward, Tutor Team Meetings, Annual Reviews, Student Council and EHA/TAF/TAC processes and follow up on actions where required.  This may include the provision of interim notes.
· Facilitating pastoral interventions, including mentoring and occasional extra-curricular activities.
· Actively assisting and being involved with the organisation of transition arrangements.
· Assisting in the organisation and running of key year activities e.g. Off Timetable events
· Helping to monitor students on report.
· Being a positive role model and visible presence in the school and encouraging a calm, purposeful learning environment.
· Working with and substituting for other site-based PSOs to support at busy times, for short term absence and covering four day working.
· Organising and running focus group meetings with the Head of Year.
· Encouraging ‘hard to reach’ families to engage in school events e.g. attending Parents’ Evenings, making appointments for them if required
· Following appropriate training and where considered reasonable, undertaking home visits.
· Running groups to support the Young Carers in the year group




Administrative Support 
· Undertaking administrative tasks such as word-processing, minute taking, emailing and completing referrals on behalf of the Head of Year and Designated Safeguarding Lead.
· Making telephone calls to parents/carers, agencies and other bodies.
· Setting up and preparing meetings - checking availability, booking facilities and circulating relevant documentation for the year team.
· Assisting Head of Year with the Assembly timetable and Learning for Life, e.g. booking speakers, accommodation and resources as required
· Having an overview of each year group’s annual calendar and prompting the Head of Year ahead of events

Whole School Support
· Working collaboratively with Central Office administrative staff to provide a seamless service for students and year teams
· Championing school standards in respect of behaviour, work ethic, dress, presentation and manners
· Setting a good example in terms of personal appearance, attitude, resilience and problem resolution
· Upholding school and fundamental ‘British’ values.

All staff employed by Lord Williams’s School are expected to work within the following policies and procedures:

Health & Safety
· To take reasonable care of own health and safety with due care for others who might be affected by what you do or do not do
· To be familiar with emergency and First Aid procedures
· To use work items provided correctly and in accordance with training and instructions
· To ensure tasks are completed in a safe manner
· To cooperate with all aspects and issues regarding health and safety
· To report any health and safety concerns to your line manager as soon as possible
· To adhere to the School’s and health and safety policies and, in particular, child protection policies.

Safeguarding
· Ensure that all School child protection policies are adhered to and concerns are raised in accordance with these policies and using the MyConcern software where appropriate.

Security and data protection
· All employees are expected to work within the confines of the General Data Protection Regulations and to take appropriate measures to ensure the security and confidentiality of data

Other Duties
· The Pastoral Support Officer will be expected to attend an annual Performance Management Interview, school and departmental meetings and training or INSET sessions as directed by the Head of Year or the School Manager
· To undertake any other reasonable tasks

Reporting lines
· This post reports directly to the Head of Year.
· This post has no responsibility for the management of other staff
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Person Specification
Pastoral Support Officer

Essential requirements:

Education / Training / Knowledge
GCSE English and Mathematics (grade A*-C/9-4) or equivalent qualifications (S, A)
Understanding of the principles of child development and learning processes and, in particular, barriers to learning (S, A, I)
Relevant qualifications and/or training in areas applicable to the job description (S, A, I)

Experience
Experience of working with and/or understanding of the needs of young people with emotional, social and behavioural needs (S, A, I) 
Experience of working or volunteering in a school environment (S, A, I)
Front line experience of working with young people and their families. (S, A, I)

Skills and abilities
Excellent ICT skills (training will be given on school specific databases) (S, A)
Ability to employ appropriate techniques to develop students’ self-esteem (I)
Ability to manage student behaviour effectively (I)
Appreciation of the need for boundaries and adherence to the school’s Behaviour Management Policy,
Safeguarding and Equalities policies (A, I)
Ability to work under pressure and remain calm in difficult situations (A, I)
Ability to relate well to children and adults (A, I)
Ability to demonstrate and promote good practice in line with the ethos of the school (I)
Flexible approach to work (I)
Ability to use own initiative and employ sound judgement (I)
Good communication skills both written and verbal including a willingness to speak to classes or other groups (S,A,I)
Good attention to detail and accuracy (I)
Ability to use discretion and have an understanding of the importance of confidentiality (S, A, I)
Ability to employ tact and diplomacy when dealing with sensitive situations (I)
Ability to work independently and to play a role within a team (I)
Emotional resilience in working with challenging behaviours (A,I)

Safeguarding
Motivation to work with children and young people / in an educational setting (S, I)
Ability to form and maintain appropriate relationships and personal boundaries with children and young people (A,I)
Understanding of Child Protection procedures and commitment to work within these regulations (I)

Desirable requirements:
Experience
Experience of and ability to employ counselling techniques (S,A,I)
Relevant Level 3 qualification ie Sociology, Psychology, Education, etc (S, A, I)

Other
Mini-bus driver (A,I)

S = criteria used for shortlisting                    A = criteria assessed from application form
I  = criteria assessed from interview             T = criteria assessed from testing

[image: T:\Support Staff Departments\Personnel RX\DAeJWh\Personnel\ADMIN GENERAL\School Crest and Motto (Academy logo).jpg]




Terms & Conditions
Pastoral Support Officer

This is a temporary contract to cover the maternity leave of the postholder, which could potentially be up to July 2027

Salary
The salary for this post is Grade 8. This is equivalent to an actual starting salary of £26,733 per annum based on 37 hours per week term-time only. The full-time equivalent pay is £31,537 to £34,434 per annum.

Progression is by annual increment.  Starting salary will be dependent upon qualifications and previous, directly comparable experience.

Hours
The hours are 37 hours per week, term time only (worked over 5 days with an 8.15am start).

Pension arrangements
The postholder will be entitled to join the Local Government Pension Scheme (LGPS). The LGPS is a valuable part of the pay and reward package for employees. The key features of the scheme can be found here: https://www.lgpsmember.org/toj/thinking-joining-key.php

Terms and Conditions
Thame Partnership Academy Trust employs support staff working at Lord Williams’s School on the conditions of service contained in the National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service (Green Book), the provisions of which allow for a 26-week probationary period for new employees. On completion of a satisfactory probationary period, the post will be confirmed as permanent. 

Location
The successful applicant will be an employee of Thame Partnership Academy Trust and may be required to work on any of its sites. 

Other
Thame Partnership Academy Trust is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all staff and volunteers to share this commitment.  All successful candidates will be subject to enhanced Disclosure & Barring Service checks along with other relevant employment checks.

Any offer of employment is subject to satisfactory medical, reference and DBS clearance and the requirements of the Immigration, Asylum and Nationality Act.

April 2026
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