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Job Vacancy
Pupil Wellbeing Officer

 

Contract
Permanent, 37 hours per
week, Monday to Friday,
38 weeks term time, plus
5 PD days.(39 weeks in
total)

Location
Ipswich, Suffolk

Salary
ALT Grade G point 20-24
£26,564.62 - £29,486.37

Why Join Our Trust? 
Belong to a compassionate and inclusive trust that values
you and the role you play.
Join an experienced group of people that are fully dedicated
to delivering the best for our children.
Gain access to our VivUp employee benefit system, Cycle to
Work scheme and local government  pensions.

Contact
If you wish to discover more about this exciting opportunity ,
then please contact Lucy Wass, Headteacher at:
l.wass@hillsideprimary.co.uk.

Empowering pupils to thrive – socially,
emotionally, and academically.
Hillside is seeking a compassionate and proactive Pupil
Wellbeing Officer to support the social, emotional, and personal
development of our students. You will play a pivotal role in
promoting mental health and wellbeing, resolving relationship
issues, and ensuring every pupil feels heard, valued, and
supported. If you are passionate about making a positive
difference in young lives, we want you on our team.

Our People-First Philosophy 
At Active Learning Trust, Everyone is valued in their role, and
we make sure that the right people have the right
opportunities to find their purpose and progress within our
Trust. Guided by our values of open dialogue, bold thinking
and supportive teamwork, we put our staff's growth and
wellbeing at the heart of everything we do – so that they can
focus on making a real difference in our schools and our
communities. 

Summary of Key Responsibilities
Provide guidance and support to pupils to promote their
social care, personal development, and wellbeing.
Assist pupils in addressing worries, problems, and mental
health concerns.
Encourage a culture of listening to pupils’ views and
implement measures to safeguard their welfare.



 

     

 
Job description 

Pupil Wellbeing Officer (Primary 
Schools) 
 

Salary: ALT Grade G 

Academy Site: Hillside Primary School 

Reporting to:  Headteacher  

 

Main purpose 

To support pupil wellbeing within the academy, addressing the mental and physical needs of pupils to 
overcome barriers to learning. 

To work with children and their families providing wellbeing support both in and outside of school. 

To support children who are in danger of exclusion, who are experiencing problems within school or at 
home, who are irregular attenders or who may have special emotional or behavioral needs 
 

Duties and responsibilities  

Pupil / Family Support 

• To provide support and advice to pupils to promote their social care and personal 
development 

• To support children's mental health and wellbeing by helping them to deal with worries and 
problems 

• To encourage a culture of listening to children and taking account of their wishes and feelings 
and put in place measures to protect them  

• To assist in resolving relationship issues between pupils 
• To organise the supervision of pupils excluded from or not otherwise working to a normal 

timetable 
• To be responsible for the development and monitoring of individual action plans 
• To develop and implement strategies and action plans to address the needs of pupils, 

families, parents and carers, where complex circumstances present poor attendance, 
behaviour, performance 

• To work with a range of academy staff to help plan strategies and deliver interventions to 
address individual pupil issues 

• To refer families to other organisations for additional support 



    

• To run nurture, social skills and anger management intervention groups etc. 
• To provide support and help for children whose behaviour/appearance may indicate a 

problem or who a teacher is concerned about 
• To support children and their families by offering individual strategies to address any 

issue 
• To arrange meetings with parents and to decide on appropriate support for the pupil 

and/or family 
• To ensure the academy has obtained permission prior to beginning work with the 

child/family 
• To support vulnerable pupils at times of transition, either between classes or to 

another setting 
• To manage drop-in sessions and lunchtimes for children identified as having 

behaviour difficulties or social needs 
 
Safeguarding 

• To undertake the role of deputy designated safeguarding lead (DSL) – see separate job 
description 

• To be the academy lead in Children in Need, Team around the Child and Child Protection 
meetings, when required 

• To explain safeguarding issues to parents ensuring they understand the implications with 
this 

• To complete Early Help and MARF referrals 
• To maintain and monitor online My Concern safeguarding files for individual children, 

adhering to best practice guides. 
• To maintain records of in-house safeguarding referrals and behaviour referrals and to 

report all behaviours and safeguarding statistics half termly to the Headteacher 
• To be the PREVENT Lead for the academy 
• To promote online safety both in the academy and at home, acting as online safety lead if 

required 
 
Attendance 

• To be responsible for attendance recording, monitoring and reporting 
• To upkeep academy systems in relation to the attendance of pupils 
• To undertake First Day Calling procedures as set out by the academy 
• To liaise with Attendance Officers/Educational Welfare Officers from the Local Authority 
• To meet with parents regarding attendance 
• To work with persistent absence or persistent late families in order to improve attendance 

First Aid 

• To be a lead First Aider at the academy, if required (with appropriate training provided) 
• To provide first aid treatment for pupils, staff, visitors, parents, etc., as required 
• To take responsibility for the upkeep of first aid logs, reports, data bases, online trackers for 

First Aid, if required 
Resources 

• To prepare/make available resources for parents/carers and families, as required 
• To play an active role in the development of the local early help offer and ensure that families 

can access this where applicable 

Systems, Policies and Procedures 

• To have excellent working knowledge of Keeping Children Safe in Education 



    

• To adhere to procedures and systems and undertake necessary administration in this regard 
• To ensure maintenance of accurate and factual records 

Team Involvement 

• To direct the work of support staff, as required 
• To provide support, advice and guidance to other staff in relation to own areas of expertise 
• To deliver training to staff in relation to safeguarding, online safety and attendance 

Building Professional Relationships 

• To understand the difficulties that children may have in approaching staff about their 
circumstances and build trusted relationships that facilitate communication 

• To develop home/academy links, which encourage good communication between the academy 
and families of pupils in need of additional support 

• To support, challenge, motivate and provide information to parents/carers to increase their 
capacity for parenting 

• To support parents to provide an appropriate home environment, in which children feel safe and 
which encourages the development of their self-esteem and resilience 

• To work with a range of external agencies who support children and families, such as health and 
social care 

• To advise on effective family support for academy staff and families and disseminate good 
practice 

Record Keeping and Information Management 

• To facilitate the sharing of information between the academy and external agencies and act as 
the point of contact for specialist support services 

• To maintain accurate records of wellbeing casework and interventions with pupils and families, 
in line with academy procedures 

• To complete CAFs for children and families, where required 
• To facilitate the transfer of pupil information when transitioning to a new setting 

 

Generic responsibilities of all Active Learning Trust employees 

• To consistently uphold the Trust’s Aims, Visions and Values.  
• To work in a co-operative and polite manner with all stakeholders and visitors to promote and 

enhance the reputation of the academies and Trust.   
• To work with children and young people within the framework of the academy in a courteous, 

positive, caring, and responsive manner.   
• To take an active and positive role in the Trust’s commitment to the development of staff and 

review procedures, undertaking training as required. 
• To act in a professional way that is consistent with the values and expectations of the Trust.   
• To be responsible for promoting and safeguarding the welfare of children and young persons.   

 

The Active Learning Trust is committed to safeguarding and promoting the welfare of all children 
and young people. We expect all staff to actively share this commitment. All adults working in 
our Trust in whatever capacity will be part of a thorough safer recruitment process. All 
appointments will be subject pre-employment checks including the taking of satisfactory 
references and enhanced criminal record clearance (via the Disclosure and Barring Service) in 
line with the need to create and maintain a safe culture. 



    

Please note that this is illustrative of the general nature and level of responsibility of the role. It is 
not a comprehensive list of all tasks expected to be carried out. It will be reviewed annually in 
conjunction with the appraisal process and planning for the next academic year. It will be 
reviewed, and it may be subject to modification or amendment at any time after consultation with 
the holder of the post. The duties may be varied to meet the changing demands of the Trust at the 
reasonable discretion of the Reports to Manager. 

 

 

 



 

   

 
Person Specification 
Pupil Wellbeing Officer 
 

E = Essential / D = Desirable 

Qualifications & Training 

Working at or towards national occupational standards (NOS) for supporting 
teaching and learning and knowledge / skills equivalent to current learning, 
development and support services (LDSS) for children, young people and those 
who care for them national qualifications level 3 or equivalent 

E  

GCSE English and Maths Grade C / Level 4 or above (or equivalent) 
E  

Able to undertake first aid training, if required 
E  

First Aid training 
 D 

Designated Safeguarding Lead training (training will be provided on appointment to 
the role if not already held) E  

Experience 

Previous experience working in a role providing wellbeing support to children and 
young people E  

Previous experience working in a school setting 
 D 

Experience of working with children or adults with SEND 
 D 

 



  

Skills and Knowledge 

Ability to analyse and interpret complex information or situations and to solve 
difficult problems or develop solutions such as develop strategies to improve 
attendance, analyse attendance data and identify actions / outcomes 

E  

Ability to refer to line manager for serious problems 
E  

Able to analyse information relating to the wellbeing needs of individual or groups of 
pupils and develop action plans E  

IT and keyboard skills 
E  

Enhanced knowledge of and compliance with policies and procedures relevant to 
health and safety and child protection E  

Excellent working knowledge of Keeping Children Safe in Education 
E  

Able to proactively remain up-to-date with all training required for the role, as 
identified by the Trust E  

Able to deliver training to other staff (following appropriate train the trainer courses) 
E  

 

Personal Qualities 

Embodies of the Active Learning Trust’s values: 
- I aspire, we achieve 
- We’re curious, creative and bold 
- A family, not a house share 
- Comfortable being candid 
- Humour, humility, humanity 

E  

Commitment to uphold the seven principles of public life (the Nolan principles) at all 
times 

E  

Commitment to maintaining confidentiality at all times E  

Equal Opportunities 

Commitment to inclusion, equality and diversity E  

Safeguarding 

Commitment to safeguarding and promoting the welfare of children and young 
people. E  

 

https://www.gov.uk/government/publications/the-7-principles-of-public-life
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