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Job Description: Pastoral Officer

Reporting to: 		Head of Year / Head of Key Stage 
Liaising with:		Pupils, Parents, Headteacher and the wider school team, external 
agencies
Salary:			Band 5, SCP 19-22 (actual salary £27,576 - £28,985)
Working Pattern: 	36.25 hours per week, term-time plus 1 week (39 weeks)
			Monday, Tuesday and Wednesday – 8:15am-4:00pm
			Thursday – 8:30am-4:30pm
			Friday – 8:15am-3:45pm
			The above working pattern includes a 30 minute unpaid break.
			

Job Purpose:
To provide high-quality, day-to-day pastoral care and support for all students within a designated year group, working closely with the Head of Year to ensure students' wellbeing, behaviour, attendance, and engagement enable them to achieve their full potential. The Pastoral Officer will be the day-to-day point of contact for pastoral and behavioural matters, building strong relationships with students, families, and external agencies to create a safe, supportive, and aspirational environment.

Key Responsibilities:

1. Pastoral Care & Student Wellbeing
· Provide immediate pastoral support to students experiencing difficulties (emotional, social, behavioural, or family-related)
· Build trusting relationships with students, acting as a consistent, supportive presence
· Conduct one-to-one and small group mentoring sessions to support students' personal development, resilience, and self-esteem
· Monitor the wellbeing of vulnerable students, including those with safeguarding concerns, SEND, pupil premium, looked after children, and those known to social care
· Liaise with the Child Protection & Safeguarding Manager and DSL regarding safeguarding concerns, following school procedures
· Support students on re-integration plans following absence, exclusion, or alternative provision
· Co-ordinate and deliver targeted interventions (e.g., social skills groups, anger management, transition support)
· Maintain accurate pastoral records and chronologies for students with ongoing concerns



2. Behaviour Management
· Manage day-to-day behaviour issues within the year group, applying the school's behaviour policy consistently and fairly
· Monitor behaviour data (e.g., behaviour points, detentions, isolations) and identify patterns or concerns
· Co-ordinate and oversee year group detentions and restorative conversations
· Support students on behaviour plans, pastoral support plans (PSPs), and managed moves
· Work with teaching staff to implement behaviour strategies and support positive behaviour in lessons
· Conduct behaviour reviews with students and parents/carers, setting clear expectations and targets
· Liaise with the Alternative Provision Co-ordinators (PAX, The Ark) regarding students requiring additional support
· Support with internal and external exclusions, including re-integration meetings

3. Attendance & Punctuality
· Monitor daily attendance and punctuality for the year group, working closely with the Attendance Team
· Conduct first-day calling for absent students and follow up on unexplained absences
· Meet with students and families to address attendance concerns and identify barriers
· Support the Education Welfare Officer with attendance action plans and legal processes
· Celebrate and reward improved attendance and punctuality
· Track and support students at risk of persistent absence or becoming children missing education

4. Parental & Family Engagement
· Act as the first point of contact for parents/carers regarding pastoral and behavioural matters
· Conduct regular phone calls, meetings, and home visits (where appropriate) to engage families in supporting their child
· Build positive, professional relationships with parents/carers, maintaining clear communication
· Signpost families to external support services (e.g., Early Help, mental health services, housing support)
· Attend parents' evenings and pastoral review meetings as required

5. Multi-Agency Working & External Partnerships
· Liaise with external agencies including social care, CAMHS, youth services, police, and voluntary organisations
· Attend and contribute to multi-agency meetings (e.g., Child in Need, Child Protection, Team Around the Family, Early Help Assessments)
· Work closely with the Child Protection Officer to identify students and families who would benefit from Early Help support
· Support the Designated Teacher for Looked After Children with PEP meetings and support for LAC/PLAC students
· Build relationships with feeder primary schools and post-16 providers to support smooth transitions

6. Data Monitoring & Reporting
· Maintain accurate and up-to-date records on pastoral, behaviour, and attendance systems (e.g., Bromcom, CPOMS)
· Analyse pastoral data to identify trends, at-risk students, and areas for intervention
· Provide regular reports to the Head of Year and Head of Key Stage on pastoral matters
· Contribute to year group action plans and whole-school pastoral strategy

7. Rewards & Celebration
· Co-ordinate year group rewards and recognition systems (e.g., praise postcards, certificates, rewards trips)
· Celebrate student successes and positive behaviour, promoting a culture of aspiration and achievement
· Support the Head of Year with assemblies, form time activities, and year group events

8. Safeguarding
· Understand and adhere to the school's safeguarding and child protection policies at all times
· Recognise signs of abuse, neglect, and exploitation, reporting concerns immediately to the DSL or DDSL
· Maintain confidentiality and handle sensitive information appropriately
· Complete safeguarding
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