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	Post title

	Pastoral Support Officer

	Job Evaluation

	Yes/No

	Grade

	7

	Service

	Schools

	Service area

	Silver Tree Primary and Nursery   

	Reporting to

	The postholder will be accountable to Headteacher  

	Location

	Your normal place of work will be Silver Tree Primary and Nursery   

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure



Description Of Role 
To ensure children achieve through regularly attending school and supporting their educational, emotional, and physical well-being. To bridge the gap between home and school, managing attendance, investigating absenteeism, and providing intervention and support to help students reach their potential.
Duties and Responsibilities
· Improve attendance and punctuality by identifying pupils with poor attendance, investigating causes, and implementing targeted strategies. 
· Liaise with parents, carers, and staff to address concerns or issues, improve communication, and remove barriers to learning, ensuring pupils feel safe and supported. 
· Support safeguarding and welfare by working with vulnerable pupils, contributing to child protection processes, and promoting wellbeing. 
· Work with the Local Authority to follow legal attendance procedures when required. 
· Manage cases of persistent attendance concerns in partnership with the headteacher and support pupils during crises such as bereavement or illness. 
· Monitor attendance using Arbor and CPOMS, identify trends, and prepare reports for senior leaders and governors. 
· Conduct home–school meetings to investigate absence, provide practical support and attendance plans, and coordinate weekly food bag support for vulnerable families. 
· Manage a caseload of vulnerable pupils, including those in child protection processes or with complex social and emotional needs. 
· Liaise with external agencies, including Families First, Early Help, school health services, and the Attendance Team; attend and occasionally lead multi-agency meetings. 
· Support colleagues with in-year admissions and pupil transfers. 
· Build and maintain positive, effective relationships with families, staff, and partner agencies. 
· Produce accurate, professional reports to agreed deadlines, supporting safeguarding and child protection processes. 
· Identify appropriate external support, complete referrals, and monitor progress with follow-up and parental feedback. 
· Use ICT systems including Word, Excel, Arbor, CPOMS, secure email, and the Durham Portal to maintain accurate records and communication. 
· Provide short-term support for pupils unable to access classroom learning due to behavioural or medical needs.
· To attend any training courses relevant to the post, ensuring continuing, personal and professional development.

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.
Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.
Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.
Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 
Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.
Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.
Performance Management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.
Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.
Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.
Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.
The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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