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At Flegg, we are driven by a clear and ambitious vision: to provide a world-class education built on the values of Kindness, Aspiration, and Respect. We believe every child should be challenged to achieve their best, supported with compassion, and inspired to grow into confident, capable young people who thrive in all areas of their life.
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Vacancy: Pastoral Assistant (12-month contract)
Flegg High Ormiston Academy is part of the Ormiston Academies Trust.  The academy has an excellent profile locally and has won many prestigious awards.  We actively promote development of the whole child, as well as ensuring access to a broad and balanced curriculum and excellent extra-curricular opportunities. Quite simply, we believe that every member of Flegg High Ormiston Academy has the right to be happy, safe and successful.

We are seeking to appoint an experienced and enthusiastic Pastoral Assistant on a temporary 12-month contract to join our passionate and committed pastoral team. 

The successful candidate will work with college leaders, teachers, support staff and senior leadership team in addressing the needs of students who require help to overcome barriers to learning in the academy. 
The successful candidate will be encouraged and supported to play a full part in the life of the academy, including extra-curricular activities.

You will need to be: 
· Fast thinking and a good communicator
· Flexible team player
· Firm, fair and consistent
· Able to use your initiative
· Able to meet deadlines
What we will offer:

· A high quality, range of continual professional development opportunities both within and outside of the trust
· A dedicated and supportive department 
· Motivated students, keen to learn

Hours: 37 hours per week, Term-Time + 2weeks, 08.30am – 16.30pm Monday – Friday (with a 30-minute unpaid lunch break). 

Salary: OAT Grade 4 Point 11 (£28,142.00 FTE) - (£24,827.05 Actual) per annum
The post holder must be able to be flexible and to vary their hours according to the needs of the school. This would include some evening and weekend work to cover parent evenings and other school events. During the school holidays, working times will be adjusted according to the needs of the site.
Closing Date: 3pm Friday 28th August 2026 

Interview Date: W/C 31st August 2026

Start Date: October 2026 or ASAP 

To find out more or visit the academy please contact Mrs Wright on 01493 749214
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Job Description

Name:				

Job Title: 		Pastoral Assistant

Grade: 		Grade 4 Point 11

Responsible to: 	Pastoral Manager and Assistant Principal for behaviour

Purpose:	To provide high quality support for individual and small groups of students who are presenting with challenging behaviour.


This school is committed to safeguarding and promoting the welfare of children and young people and requires all staff to share this commitment.
General responsibilities and duties:

To work with college leaders, teachers, support staff and senior leadership team in addressing the needs of students who require help to overcome barriers to learning in the academy. To support students in reaching their full potential and to help enable the academy to raise achievement, improve attendance and raise standards of behaviour. The successful candidate will also provide first aid to students and staff. 
This is a key pastoral role within the academy and there is a requirement to lead in the development strategies relating to the pastoral needs of the students.  The post holder will also work with families to fully support students.

Targeted support:

· To mentor individuals or a small group of students who require additional support to overcome barriers to learning.
· Identify the needs and assess those students requiring extra support and support the development of individual action plans for targeted students.
· Work in a 1-2-1 relationship with targeted students to implement action plan.  
· May undertake home visits to keep parents/carers informed and secure positive family support.
· Monitor the implementation of plans and report on progress achieved, support the re-integration of students suspended from the academy or following alternative timetable. 
· Provide extra support to students through knowledge of a range of activities and opportunities available to them. 
· Develop and lead a range of activities intended to raise the self-esteem of students. 







Team involvement & building professional relationships:
· Establish good relationships with students and staff, particularly year leaders and other pastoral staff, acting as a role model and being aware of and responding appropriately to individual needs. Promoting the inclusion and acceptance of all students and encourage students to interact appropriately with others.
· Engage in relevant professional development including meetings and training as required.
· Promote and safeguard the safety and welfare of children and young people.
· Contribute to the creation of a positive Academy ethos in which every individual is treated with dignity and respect.
· Support the development of partnerships with external agencies/organisations to set up resources/initiatives to help address barriers to learning.
· Liaise with teaching staff to provide particular support to targeted students to raise achievement and attendance and to help them overcome barriers to learning.
· Develop relationships with students to provide advice and guidance on learning and development. 
· Knowledge and compliance with policies and procedures relevant to health and safety and child protection. 
· Adherence to safeguarding requirements.


Specific duties:

· Interview and obtain statements from students involved in incidents of inappropriate behaviour ensuring that all incidents are recorded in line with academy procedures.
· Maintain accurate student records and prepare written reports and evaluations.
· Receive reports as appropriate regarding information on students’ behaviour and investigate as needed. 
· As required, review and save CCTV footage as part of investigating incidents. 
· Contribute to accurate record keeping, including leading on additions/updates to individual student files, maintaining files, racist incidents and exclusions, and entering incidents/actions electronically on the school’s management information system.
· Liaise with staff in dealing with incidents of misbehaviour during the school day.
· To liaise with or refer to colleagues or outside agencies that might support students.
· To work with students either 1-2-1 or within small groups to reinforce positive behaviours, using restorative approaches as appropriate.
· To communicate with parents/carers effectively with regard to issues that occur in the academy.
· To organise work for students who have been suspended.
· Prepare readmission pack for year leader/senior leadership team.
· To carry out duty at break and lunch time. 
· Work in the internal suspension and restorative rooms.
· Respond to ‘Response’ requests on a rota basis. 
· To administer first aid and inform parents/carers where necessary, to support unwell students, arrange with parents/carers for their collection and complete a handover to parents/carers.
· Administer medicines with prior consent of parents/carers and if appropriate in an emergency situation
· Undertake additional training as needed to provide medical support for students with specific medical needs.
· To support teachers to embed the Academy approach to behaviour management including removing students from lessons as appropriate. 
· On occasion, to undertake work outside normal office hours in order to meet the variable nature of workloads and deadlines and to support school events.
· To carry out other duties within the scope of the responsibilities of the post as may be required.








Systems and processes:

· Deal with any immediate problems or emergencies as in line with the Academy’s policy.
· To maintain confidentiality of information acquired in the course of undertaking duties for the academy.
· To participate in Performance Management reviews.
· To adhere to professional and staff codes of conduct at all times.

Key Skills: 

· Requires knowledge of procedures for a range of tasks for assessing needs, developing action plans and supporting individual students needing additional assistance to overcome barriers to learning.
· Excellent communication skills; uses good interpersonal skills to work effectively with staff, students, parents, external agencies and other stakeholders.
· An attention to detail, thorough and organised.
· Friendly and well organised team-player.
· Confidentiality and discretion.
· Works on own initiative and is pro-active.
· Able to produce well-presented, accurate written documents. 
· Demonstrates resilience.
· Works to deadlines and encourages others to do so. 
· Able to prioritise workloads. 
· Proficient in Microsoft Office and Outlook applications and SIMS. 

Personal Responsibilities: 

· Hold positive values and attitudes in line with the academy values and have high standards of professional conduct.
· Carry out the duties and responsibilities of the post, in accordance with the Trust’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation. 
· Form positive professional relationships, and work in partnership with colleagues throughout Flegg and OAT.
· Willingly engage with training and development as required by the academy. 
· Treat all aspects of the role with the strictest confidentiality. 
· Be aware of and comply with policies and procedures relating to child protection, safeguarding health, safety and security, confidentiality, equality and diversity and data protection, reporting all concerns to an appropriate person.




























CONTEXT
All staff are part of a whole academy team.  Each individual is required to support the values and ethos of the academy and academy priorities as defined in the Academy Improvement Plan.  This will mean focusing on the needs of colleagues, parents and students and being flexible in a demanding environment.
Due to the nature of this job, it will be necessary for the appropriate level of Criminal Record Disclosure to be undertaken.  It is essential you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  Therefore, you are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act.  Any failure to disclose such convictions will result in dismissal or disciplinary action by the academy. 
The applicant will be required to safeguard and promote 
the welfare of children and young people.















This job description forms part of the contract of employment of the person appointed to the post.  It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. 


Signature ______________________________________   Date _________________
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