JOB DESCRIPTION

	POST TITLE
	Pastoral & Family Support Officer

	

	Purpose: 
	To work as a key member of the school’s Pastoral Team, providing flexible and targeted support across attendance, family engagement, pupil welfare, behaviour and pastoral intervention.

A principal focus of the role will be to improve attendance and reduce persistent and severe absence, working directly with pupils and families to identify and overcome barriers to regular attendance. This will include undertaking home visits and delivering targeted in-school interventions.

The postholder will provide additional capacity across the Pastoral Team, including covering Deputy Head of Year duties during periods of absence, supporting Pupil Welfare as a Deputy Welfare Officer and contributing to the school’s On Call system. The postholder will be required to hold, or be willing to obtain, an appropriate First Aid qualification.

The role will involve working independently within school and in the community, including undertaking lone-worker home visits in accordance with the school’s safeguarding, risk assessment and lone-working procedures.



	

	Reporting to:
	Deputy Headteacher - Pastoral

	

	Liaising with:
	Heads of Year, Deputy Heads of Year, Attendance Officer, Pupil Welfare, DSL/DDSL/s, SENCo, Inclusion Team, Tutors, Pupils, Parents/Carers and external agencies. 

	

	Working Time:
	37 hours per week – term time only (39 + 1 week)
8.00am - 4.00pm Mon to Thurs and 8.00am -3.30pm Fri

	

	Salary/Grade:
	Salary: - HCC Grade D

	

	Disclosure level:
	Enhanced


Role Requirements
	Key Accountabilities
	

	Attendance & Punctuality (Principal Responsibility)
	· Work proactively with identified pupils and families to improve attendance and punctuality.
· Maintain a targeted caseload of pupils requiring additional attendance intervention.

· Prioritise pupils who are persistently or severely absent and those whose attendance is rapidly declining.

· Work alongside the Attendance Officer, Heads of Year and Deputy Heads of Year to identify pupils requiring intervention.

· Make timely contact with parents/carers regarding absence and support the school in establishing pupils’ whereabouts and welfare where required.

· Undertake targeted home visits for pupils who are absent from school, including where contact with parents/carers has not be successfully established.

· Support pupils experiencing barriers to attendance and facilitate their return to school.

· Conduct attendance meetings with pupils and parents/carers and agree clear actions, targets and review dates.

· Develop and review individual attendance action plans.

· Provide appropriate support and challenge to families where attendance remains a concern.

· Identify patterns and barriers affecting attendance and coordinate appropriate interventions.

· Support reintegration following prolonged absence, suspension, alternative provision or reduced timetables.

· Provide regular attendance mentoring and check-ins for identified pupils.

· Contribute to attendance initiatives, rewards and recognition.

· Maintain a visible presence at the beginning of the school day to support punctuality and attendance.

	Family Support and Home Visits
	· Develop positive, professional and appropriately challenging relationships with parents and carers.
· Act as a key link between home and school for identified pupils and families.

· Undertake planned and responsive home visits where attendance, welfare or engagement is a concern.

· Work with families to identify barriers preventing pupils from attending or engaging successfully with school.

· Help families understand the importance of regular attendance and the impact of absence on educational progress and future outcomes.

· Support parents/carers to engage with school meetings, reviews and other appropriate activities.

· Provide practical support and signposting where wider family circumstances are affecting a pupil’s education.

· Support families to access appropriate school, Early Help, Local Authority, health and community services.

· Contribute to multi-agency work and Early Help processes where appropriate.

· Maintain accurate records of family contact, meetings, home visits and agreed actions.

	Pupil Welfare
	· Work alongside the school’s Pupil Welfare provision to support the day-to-day welfare needs of pupils at break and lunch.
· Provide appropriate cover for Pupil Welfare when required in their absence.
· Respond appropriately to pupils presenting with illness, injury or welfare concerns in accordance with school procedures.

· Provide a calm and supportive environment for pupils who require short-term welfare support.

· Liaise with parents/carers regarding pupil welfare where appropriate.

· Support the completion and implementation of relevant pupil welfare documentation where required.

· Recognise when a presenting welfare issue may indicate a wider safeguarding, attendance or pastoral concern and ensure it is appropriately escalated.

· Work closely with Pastoral, SEND and safeguarding colleagues where pupils have ongoing welfare needs.

· Undertake appropriate First Aid training if required by the school.

	Deputy Head of Year and Pastoral Support
	When required, provide operational cover and support for Deputy Heads of Year, including:
· Supporting the day-to-day management of pupils within a year group.

· Responding to behaviour, attendance and pastoral concerns

· Meeting with pupils following incidents and supporting appropriate follow-up.

· Contacting and meeting parents/carers regarding pastoral concerns.

· Supporting the implementation of the school Behaviour Policy.

· Supporting pupils returning from suspension or periods of absence.

· Conducting restorative conversations and supporting reintegration.

· Following up truancy, lateness and internal absence.

· Supporting Heads of Year with identified pupils requiring additional intervention.

· Maintaining appropriate pastoral and behaviour records.

· Supporting year group activities and pastoral priorities.

· Providing a visible pastoral presence during the school day.

	On-call and behaviour support
	· Participate in the school’s On Call system as directed.
· Provide a visible presence around the school site to support calm and orderly behaviour.

· Respond to requests for support from teaching and pastoral staff.

· Escort pupils appropriately where required in accordance with school procedures.

· Support staff in implementing school behaviour expectations consistently.
· Respond calmly and professionally to challenging behaviour.

· Support pupils to regulate and successfully return to learning where appropriate.

· Record and communicate relevant information following On Call interventions.

· Escalate serious incidents appropriately to Heads of Year, pastoral staff or SLT.

	In-School Pastoral Interventions
	Deliver targeted interventions for pupils whose attendance, behaviour, wellbeing or engagement is creating a barrier to successful participation in school.  Interventions may include:
· Attendance mentoring and target setting.

· Check-in/Check-out programmes.

· Morning attendance and punctuality support.

· Reintegration following prolonged absence.

· Return to school meetings.

· Behaviour mentoring.

· Restorative conversations.

· Emotional regulation support.

· Organisation and routine-building.

· Relationship-building interventions.

· Support with school avoidance or anxiety-related barriers to attendance.

· Transition support.

· Social and emotional support.

· Short-term 1:1 pastoral interventions.

· Parent/pupil attendance interventions.

· Targeted support for pupils at risk of disengagement.

· Supporting pupils to successfully reintegrate into lessons following pastoral intervention.

All interventions should have a clear reason for referral, intended outcome, agreed timescale and review point, with impact recorded and evaluated.

	Safeguarding
	· Recognise the attendance, behaviour and welfare are important safeguarding indicators.
· Work as part of the school’s wider safeguarding arrangements.

· Report safeguarding concerns promptly to the DSL/DDSL in accordance with school procedures.

· Maintain professional curiosity when working with pupils and families.

· Be alert to pupils who are missing from education, repeatedly absent or whose attendance patterns create safeguarding concerns.

· Recognise potential safeguarding concerns arising through welfare presentations, behaviour changes, family contact or home visits.

· Ensure relevant concerns are accurately recorded and appropriately escalated.

· Attend safeguarding, Child in Need, Early Help or multi-agency meetings where appropriate and directed.

· Maintain up to date safeguarding training and knowledge.

	Lone Working & Home Visiting
	· Undertake home visits as a lone worker where this has been assessed as appropriate.
· Follow all school lone-working procedures, including agreed check-in/check-out arrangements.

· Review available information and risk assessments before undertaking visits.

· Complete dynamic risk assessments and withdraw from situations where personal safety may be compromised.

· Ensure colleagues know the location and expected duration of home visits.

· Maintain professional boundaries when working within family homes and community settings.

· Ensure home visits are accurately recorded, including whether contact was made, concerns identified and actions agreed.

· Immediately escalate safeguarding concerns identified during a home visit.

· Where there is a known or suspected risk, undertake visits jointly with an appropriate colleague or make alternative arrangements.

	Recording, Monitoring and Accountability
	· Maintain accurate and timely records of all interventions, telephone calls, meetings and home visits.
· Ensure information is recorded on the school’s agreed information systems.

· Maintain clear chronological records, demonstrating intervention, support, challenge and escalation.

· Track the impact of attendance and pastoral interventions.

· Provide regular updates to Heads of Year, Attendance and senior pastoral leaders.

· Identify cases where interventions are not having sufficient impact and recommend escalation or alternative support.

· Maintain confidentiality and comply with UK GDPR, data protection requirements and school policies.

	Working as part of the Pastoral Team
	· Work flexibly across year groups according to pupil and school need.
· Work collaboratively with Heads of Year, Deputy Heads of Year, Attendance, Pupil Welfare, SEND and Inclusion staff.

· Attend relevant pastoral, attendance and inclusion meetings.

· Contribution to the identification of pupils requiring additional support through the school’s graduated approach.

· Share appropriate information with colleagues while maintaining confidentiality.

· Support school attendance, behaviour, inclusion and wellbeing initiatives.

· Provide a highly visible and approachable presence for pupils throughout the school day.

· Provide additional pastoral capacity at periods of increased need.

· Play a full role in supporting the school ethos “Together We Thrive”.

	Key Decision-making areas
	The postholder will be expected to exercise professional judgement in:

· Prioritising pupils and families requiring attendance or pastoral intervention

· Prioritising and managing a caseload alongside responsive pastoral duties.

· Determining when a home visit is required.

· Identifying when a home visit should not proceed because of risk.

· Recognising when absence, behaviour or welfare concerns indicate a potential safeguarding issue.
· Determining when intervention requires escalation to a Head of Year, Attendance, DSL or senior leader.

· Identifying when support from another professional or external agency is required.

· Responding appropriately to changing operational needs across the Pastoral Team.

	Success Measures
	Success in the role will include:

· Improved attendance amongst the identified pupil caseload.

· Reduction in persistent and severe absence.

· Increased engagement from identified families.

· Timely and effective home visiting.

· Evidence that barriers to attendance are identified and addressed.

· Effective reintegration following periods of absence or suspension.

· Measurable impact from targeted in-school interventions.

· Effective support for Pupil Welfare and pastoral teams.

· Reliable and effective Deputy Head of Year and On Call cover.

· Accurate and timely recording of interventions and actions.

· Appropriate identification and escalation of safeguarding concerns.

· Strong communication between home, school and external agencies.

	Corporate and statutory initiatives
	A range of health and safety responsibilities, including:

· Health and safety responsibility for self, children in an area which is a child centred environment

· Maintain an awareness of the College, national and statutory policies and requirements and apply these in the workplace.

	Additional duties
	· To play a full part in the life of the College community, to support its distinctive mission and ethos and to encourage and ensure staff and pupils follow this example

· To continue personal development as agreed

· To engage actively in the performance review process

· Any other such duties as may reasonably be allocated by the Headteacher or Deputy Headteacher (Pastoral)
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.




	Person Specification
The successful candidate will demonstrate:

· Experience of working effectively with secondary-aged pupils and families.

· Experience of supporting children or young people experiencing barriers to education.

· Ability to build positive, professional and appropriately challenging relationships.

· Confidence in managing challenging pupil behaviour.

· Confidence in communicating with and challenging parents/carers appropriately.

· Ability and willingness to undertake home visits and lone working.

· Strong understanding of safeguarding and child protection.

· Understanding of school attendance and the barriers contributing to persistent and severe absence.

· Ability to deliver effective 1:1 and small group interventions.

· Ability to respond flexibly to changing pastoral priorities.

· Ability to work independently while remaining an effective member of a wider team.

· Strong organisational and record-keeping skills.

· Resilience and the ability to remain calm in challenging situations.

· Commitment to inclusion and improving outcomes for vulnerable pupils.

Previous experience within attendance, pastoral support, family liaison, youth work, welfare, behaviour support or a related field would be desirable.


COLLEGE VISION
The Pastoral & Family Support Officer will contribute directly to our vision of:

An Inclusive Environment Where Everyone Thrives

And our commitment to:

Together We Thrive – Respect | Enjoy | Participate | Succeed 
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