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Student Support Assistant

Reporting to: 		Head of Student Support 
Start date: 	ASAP 
Contract: 	36 hours per week, 44.4 weeks per year plus INSETs.  
Salary:	SC4, Point 7-10 (£25,791-£26,918 per annum)
Disclosure Level:	Enhanced

About our School 
Trinity Catholic High School is a mixed, voluntary aided Catholic school in the Diocese of Brentwood, proudly serving the community for more than fifty years. Situated in the heart of Woodford, Trinity provides a welcoming, calm and purposeful environment where students are nurtured, inspired and encouraged to flourish. Rooted in Gospel values and guided by the principles of Catholic Social Teaching, we are committed to forming compassionate, confident and socially responsible young people.

Our students benefit from a strong tradition of academic excellence, outstanding pastoral care and a wide range of enrichment opportunities that enable every individual to grow in character, develop their talents and make a meaningful contribution to society.

General Responsibilities 
· Lead responsibility for ensuring that all issues relating to student attendance and punctuality are effectively managed for key stage group including intervention
· Providing administration and support to Heads of Year in relation to pupil wellbeing

Main Duties

Student Wellbeing
· Look after the general welfare of the students and help them with any problems they may have
· Provide First Aid to students 
· Manage Sharp System referrals
· Provide support with child protection issues
· To carry out general student welfare support tasks, as and when required (e.g. the completion of late slips, detention messages and contacting parents/carers regarding after-school clubs, etc)
· Support intervention strategies for internally excluded students
· Provide supervision in Cloisters when required

Attendance
· Develop and maintain school-wide strategies to enhance levels of attendance and punctuality 
on overall attendance 
· Carry out all first-day response telephone calls for absentees for your year group
· Carry out fortnightly register and ‘absent report form’ checks and provide reports for your Head of Year
· Analyse whole school attendance data on a weekly basis and take appropriate follow-up action where patterns emerge
· Deal with any requests for holiday leave (or other periods of absence) from parents, according to school policies
· Update pupil attendance/absence/punctuality data on SIMS throughout the year



Medical
· To retain a register of specific medical needs of all pupils in your year group
· To ensure that all staff can access the register of student medical information and relevant care plan information
· To create, update and review students medical care plans, health care plans and protocols in consultation with the school nurse team and parents throughout the academic year
· To collate medical information on all new entrants to the school and liaise with parents/ school nurse team to implement medical management plans as appropriate
· To support with the arrangements for the annual staff medical training (use of EpiPen, Asthma, Diabetes….etc)
· To maintain a list of medication expiry dates. To liaise with parents to replace medication as a when required and dispose of expired medication when required
· To maintain up-to-date information in the medical drawers on both upper and lower sites
· To provide information, advice and guidance on student’s medical conditions to relevant members of staff
· To establish a spare AII system and asthma inhalers on both sites
· To liaise with the school nurse team to provide advice for students on health issues
· To support with signposting/referring students on to other agencies as appropriate
· To help coordinate the annual programme of ‘in-school vaccinations’ organised through the NHS/ school nurse team
· To help support students returning to school from injury, putting adaptations and risk assessments in place as necessary

Other Duties
· Support In-Year admissions process
· Produce timetables for students
· Co-ordinate and attend Parents’ Evenings for your year group, including analysis on parental attendance and follow up 
· Support the Assistant Headteacher (Pastoral) by providing analysis reports on attendance, detentions and homework club as required for inclusion in the termly Headteacher’s Reports
· To provide administration for trips 
· To update details on internal systems
· To carry out other duties as reasonably directed by the Headteacher

This job description outlines the key responsibilities of the post but is not exhaustive. Duties may vary to meet the changing needs of the school while remaining consistent with the general character and level of responsibility of the role.

Person Specification

	Knowledge 
Level 3 Safeguarding 
Knowledge of safeguarding policies and procedures
Experience in dealing with sensitive and confidential issues
Health & Safety
Good knowledge of ICT packages and systems (word, power point, Excel, SIMs etc) 
Understanding of the Schools ethos and values
	Competencies 
Excellent communication skills (written and verbal)
Listening 
Detail Handling
Monitoring
Analytical Thinking 
Influencing
Confidentiality





We can offer:
· An opportunity to work with an experienced Headteacher and forward-thinking and supportive Senior Leadership Team
· A pleasant environment conducive to high quality teaching and learning with friendly and motivated staff across the school
· A caring and affirming culture and ethos with a staff social committee who regularly organise events to enhance this
· Opportunities for professional development and progression including support for NPQs 
· Well-resourced and well-managed departments with a collaborative attitude to classroom management and commitment to raising standards and securing achievement for all students 
· Well behaved students that are keen to achieve and are respectful of their teachers.
· Support for staff wellbeing through access to SAS wellbeing services, including
· 24 hour GP helpline
· Health screening service & Medical support services
· Physiotherapy & Counselling
· Fair allowances for staff requiring leave of absence beyond that relating to illness
· Non-contact time which is above the national minimum requirement of 10% of timetable
· Cycle to Work schemes
· Long Service days – support staff
· Staff Social events
· Wellbeing Activities i.e yoga classes, staff team football
· Loyalty Award Scheme

How to apply
The school can only accept applications made on our school application form please apply via http://mynewterm.com

Tel: 					020 8504 3419 
Closing date for applications: 	26th June 2026

Safeguarding and Recruitment Information
We are committed to safeguarding and promoting the welfare of our pupils. All candidates must be willing to undergo child protection screening, including the successful completion of an enhanced Disclosure and Barring Service (DBS) check. Further details can be found on our website:

🔗 www.tchs.org.uk/about-us/safeguarding/

In line with Keeping Children Safe in Education (KCSIE) 2025, all applicants will also be subject to social media checks.
Applicants must provide 2–3 referees, including one who can verify their employment records. Consent must be obtained from referees prior to submission. Please refer to the Notes for Applicants for full guidance.
We reserve the right to close the vacancy early should we receive a high volume of suitable applications.
Please note: Only shortlisted candidates will be contacted due to the expected volume of applications.
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