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WelcomeÊtoÊKingÊJames'sÊSchool 

ThankÊyouÊforÊtakingÊanÊinterestÊinÊjoiningÊourÊschool. KingÊJames'sÊSchoolÊisÊanÊextremelyÊpopularÊandÊ
successfulÊ11-16ÊmixedÊcomprehensive,ÊservingÊsouth-eastern Huddersfield andÊsurroundingÊvillages. 

TheÊessenceÊofÊourÊschoolÊisÊbuiltÊaroundÊthree Hs: 

· ourÊdis nguished History; 
· our Holis c provision,ÊwhichÊdevelopsÊstudentsÊbothÊacademicallyÊandÊpastorally; 
· our High expecta onsÊandÊaspira ons.  
 

OurÊethos,ÊsummarisedÊinÊthe KingÊJames’sÊWay,ÊdemandsÊtheÊbestÊfromÊeveryoneÊthroughÊkeyÊÊÊÊÊÊ
values:  

· KindnessÊandÊcompassion, 
· InclusionÊandÊtolerance, 
· NurtureÊandÊinnova on, 
· GreatnessÊandÊaspira on.    
 

WeÊprideÊourselvesÊonÊbeingÊaÊsuperbÊstaffÊteamÊwhoÊareÊhighlyÊprofessional.ÊÊWeÊallÊhaveÊaÊpassionÊ
forÊlearningÊandÊareÊcommi edÊtoÊinspireÊandÊsupportÊallÊourÊstudentsÊtoÊbeÊsuccessfulÊandÊtoÊÊÊÊÊÊÊÊÊ
developÊintoÊconfidentÊyoungÊadultsÊreadyÊforÊlifeÊa erÊKingÊJames'sÊSchool. 

IÊreallyÊhopeÊthatÊonceÊyouÊhaveÊreadÊthroughÊthisÊinforma onÊpackÊthatÊyouÊapplyÊtoÊjoinÊourÊteam.ÊÊ
PleaseÊnoteÊtheÊdeadlineÊanÊapplica onÊisÊMonday  27th March 2023 at 09:00.ÊÊIfÊyouÊhaveÊanyÊÊÊÊÊ
queriesÊpleaseÊcontactÊmyÊPA,ÊTraceyÊBrook,ÊviaÊemailÊstaff.tbrook@kingjames.school.ÊÊÊ 

 

IanÊRimmer 

Principal 
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MeetÊtheÊSeniorÊTeam 

Ian Rimmer - Principal 

IanÊoverseesÊallÊschoolÊac vi esÊoverÊbothÊofÊourÊsitesÊwithÊtheÊsupportÊofÊtheÊSeniorÊTeam.ÊÊIanÊisÊ
alsoÊoneÊofÊourÊDeputyÊDesignatedÊSafeguardingÊLeads 

 

Philip Coxon - Vice Principal - Quality of Educa on  

PhilipÊisÊalsoÊresponsibleÊforÊtheÊimplementa onÊofÊourÊcurriculum.ÊÊPhil’sÊremitÊincludesÊ
oversightÊforÊtheÊqualityÊofÊTeachingÊandÊLearningÊandÊÊdevelopmentÊofÊtheÊPupilÊÊÊÊÊÊÊÊÊÊÊ
PremiumÊstrategyÊofÊtheÊschool. 

 

Rebecca Walton - Vice Principal - Safeguarding and Inclusion 

RebeccaÊisÊourÊDesignatedÊSafeguardingÊLeadÊandÊisÊresponsibleÊforÊtheÊpastoralÊsystemÊ
withinÊtheÊschoolÊincludingÊstudentÊwelfareÊandÊbehaviour.ÊÊSheÊalsoÊhasÊoversightÊofÊ
theÊInclusionÊprovisionÊofÊtheÊschool. 

 

Stephen McNamara - Senior Assistant Principal 

StephenÊisÊresponsibleÊforÊtheÊimpactÊofÊourÊcurriculum.ÊÊHeÊhasÊoversightÊofÊallÊstudentÊ
progressÊandÊa ainmentÊdataÊasÊwellÊasÊtheÊexamsÊprocess. 

 

Palwinder Kang - Assistant Principal 

PalwinderÊisÊresponsibleÊforÊourÊcurriculumÊstructureÊandÊdesign,ÊYearÊ9ÊPathwaysÊandÊ
metabling.ÊÊSheÊisÊalsoÊtheÊE-SafetyÊlead.ÊÊ 

 

Abbi Terry - Assistant Principal 

AbbiÊisÊresponsibleÊforÊtheÊpersonalÊdevelopmentÊofÊourÊstudentsÊincludingÊwell-being,ÊÊÊ
careersÊandÊaccessÊtoÊpostÊ16Êac vi es 
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OurÊEthosÊandÊValues 
AtÊKingÊJames’sÊSchoolÊweÊareÊproudÊofÊourÊdis nguishedÊhistory,ÊbutÊweÊareÊalsoÊcon nuallyÊlookingÊtoÊ
developÊfurther. ÊAsÊpartÊofÊthisÊprocessÊweÊspentÊ meÊreflec ngÊuponÊwhatÊmakesÊKingÊJames’sÊspecial,Ê
star ngÊfromÊourÊtradi onalÊroots.ÊDialogueÊwithÊallÊstakeholdersÊledÊtoÊtheÊcrea onÊofÊaÊsetÊofÊcoreÊÊÊÊÊ
valuesÊandÊcommitments,ÊwhichÊprovideÊmeaning,ÊclarityÊandÊsharedÊunderstandingÊofÊtheÊschool’sÊethosÊ
andÊculture. 

The King James's Way 
 

                                         At King James's School we value: 

                 

and we make a commitment to be a community which promotes: 
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OurÊSchoolÊinÊNumbers 

 

 

 

 

 

 

 

 

 

 

 

 

 

TypeÊofÊSchool ConverterÊAcademy 

AgeÊRange 11Ê-Ê16 

NumberÊofÊStudents 1057 

NumberÊofÊStaff 124 

PercentageÊofÊstudentsÊeligibleÊforÊPupilÊPremium 20% 

PercentageÊofÊstudentsÊwhoÊareÊchildrenÊlookedÊa erÊ 0.2% 

PercentageÊofÊstudentsÊwhoÊrequireÊSENDÊSupport 10% 

PercentageÊofÊstudentsÊwhoÊhaveÊanÊEHCP 1% 

PercentageÊofÊstudentsÊfromÊEthnicÊMinori esÊgroups 17% 

LastÊOfstedÊreport NovemberÊ2019Ê‘Good’ 
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WhyÊChooseÊKingÊJames'sÊSchool? 
 A Suppor ve Workplace 

 
Wellbeing and staff team 

  
· AÊsuppor veÊworkingÊenvironment 
· AnÊexcellentÊNQTÊandÊRQTÊprogrammeÊtoÊÊÊ

ensureÊyouÊreceiveÊtheÊbestÊsupportÊandÊÊÊÊÊ
encouragementÊtoÊallowÊyouÊtoÊexcelÊinÊyourÊ
subject 

· EmployeeÊAssistanceÊprogramme 
· BespokeÊmentoringÊforÊallÊphasesÊofÊyourÊÊÊ

career 
  

  
· BreakfastÊsuppliedÊonÊINSETÊandÊotherÊÊÊÊÊÊÊÊ

notableÊdays 
· CycleÊtoÊworkÊschemes 
· AÊchanceÊtoÊtakeÊpartÊinÊmanyÊwholeÊschoolÊ

events 
· AnÊopportunityÊtoÊbeÊaÊpartÊofÊaÊgreatÊteam 
· TheÊopportunityÊforÊyouÊtoÊshareÊyourÊviewsÊ

andÊopinions-ÊweÊreallyÊvalueÊyourÊopinions 

Working Environment 

  
Development Opportuni es 

  
· AnÊhistoricÊbuildingÊwithÊlotsÊofÊcharacter 
· OnsiteÊcarÊparking 

  
· DevelopmentÊandÊtrainingÊopportuni es:ÊWeÊ

willÊofferÊyouÊweeklyÊCPDÊtailoredÊtoÊyourÊÊÊ
individualÊprofessionalÊdevelopmentÊneeds. 

· TheÊopportunityÊtoÊdevelopingÊyourÊskillsÊÊÊÊ
includingÊteachingÊandÊlearningÊandÊleader-
ship 

WhatÊdoÊourÊstaffÊsayÊaboutÊworkingÊatÊKJS? 
 

 

 

“TheÊstaffÊareÊ
amazing” 

“StaffÊareÊvalued” “I’veÊalwaysÊenjoyedÊ
workingÊatÊKJS” 

““ColleaguesÊandÊlineÊmanagersÊ
careÊaboutÊeachÊother” 
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WhatÊWeÊExpectÊFromÊYou 

WeÊreallyÊbelieveÊthisÊisÊaÊgreatÊplaceÊtoÊwork,ÊwhichÊisÊmadeÊpossibleÊbyÊtheÊamazingÊgroupÊofÊÊÊÊÊÊÊÊÊÊÊÊÊ
colleaguesÊweÊhave.ÊÊToÊhelpÊusÊcon nueÊtoÊbeÊaÊgreatÊplaceÊweÊexpectÊthatÊallÊstaffÊwill: 
 

  
· becomeÊfullyÊinvolvedÊinÊourÊschoolÊcommunity 

  
· communicateÊprofessionallyÊatÊallÊ mes 
  
· actÊasÊroleÊmodelsÊforÊourÊstudentsÊandÊforÊeachÊother 
  
· getÊinvolvedÊinÊenrichmentÊac vi es 
  
· promoteÊourÊethosÊandÊvalues 
  
· promoteÊandÊfollowÊourÊpolicies,ÊproceduresÊandÊprofessionalÊprotocols 
  
· promoteÊteamÊworkÊandÊrespectÊforÊothers 
 
· haveÊaÊpassionÊthatÊmo vatesÊourÊstudentsÊandÊencouragesÊthemÊtoÊdevelopÊandÊsucceed 
  

OurÊTeam 
OurÊstaffÊreallyÊmakeÊourÊschoolÊaÊspecialÊplaceÊtoÊworkÊandÊlearn.ÊÊWeÊvalueÊtheÊcontribu onÊofÊeachÊ
andÊeveryÊindividualÊinÊschoolÊwhoÊhelpÊusÊtoÊprovideÊourÊstudentsÊwithÊaÊsafeÊandÊs mula ngÊÊÊÊÊÊ
learningÊenvironment. 
 
WeÊcurrentlyÊhaveÊ120ÊmembersÊofÊstaffÊ(64Êteachers,ÊandÊ64ÊassociateÊmembersÊofÊstaff).ÊÊWeÊalsoÊ
regularlyÊhaveÊstudentÊteachersÊinÊschool,ÊallÊofÊtheseÊpeopleÊplayÊanÊimportantÊroleÊinÊourÊsuccess. 
 
WeÊareÊsplitÊintoÊ7Êfacul es;ÊArt.ÊDesignÊandÊBusiness,ÊEnglish,ÊHumani es,ÊMaths,ÊModernÊForeignÊ
Languages,ÊPerformanceÊandÊScience.ÊÊWeÊworkÊhardÊtoÊshareÊbestÊprac ceÊwithinÊourÊteamsÊandÊtoÊ
provideÊopportuni esÊforÊstaffÊtoÊgrowÊandÊdevelopÊwhateverÊtheirÊroleÊorÊcareerÊaspira ons.ÊÊ 
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OurÊCurriculumÊandÊPastoralÊSystem 
WeÊhaveÊaÊthree-yearÊKS3ÊwhichÊprovides aÊbroadÊandÊbalanced curriculumÊforÊallÊourÊstudents.ÊÊAllÊÊÊÊÊÊÊ
studentsÊtakeÊcoursesÊinÊEnglish,ÊMathema cs,ÊScience,ÊDesignÊTechnologyÊ(includingÊFoodÊandÊTex leÊ
Technology),ÊArt,ÊFrench,ÊHistory,ÊGeography,ÊReligiousÊEduca on,ÊMusic,ÊDrama,ÊPhysicalÊEduca on,ÊÊ
IntegratedÊStudiesÊ(personal,ÊsocialÊandÊci zenshipÊeduca on)ÊandÊCompu ng. 
 
StudentsÊatÊKS4ÊwillÊtypicallyÊbeÊenteredÊforÊupÊtoÊ10ÊGCSEsÊdependingÊonÊtheirÊ'pathway'. 
  
AllÊstudents followÊGCSEÊcoursesÊinÊEnglishÊLanguage,ÊEnglishÊLiterature,ÊMathema cs,ÊSta s cs,ÊandÊÊÊ
Science.ÊTheÊScienceÊcourseÊisÊworthÊ2ÊGCSEs.ÊTheseÊsubjectsÊareÊtaughtÊinÊsets. 
 
StudentsÊwhoÊhaveÊdemonstrated flairÊandÊap tudeÊinÊScienceÊalsoÊhaveÊtheÊopportunityÊtoÊtakeÊScienceÊ
asÊanÊop on,ÊallowingÊthemÊtoÊgainÊindividualÊGCSEÊqualifica onsÊinÊPhysics,ÊChemistryÊandÊBiology. 
 
StudentsÊchoose furtherÊsubjectsÊfromÊaÊrangeÊofÊotherÊGCSEÊorÊvoca onalÊcourses.ÊSomeÊstudentsÊmayÊ
requireÊaÊmoreÊpersonalisedÊlearningÊandÊmayÊfollowÊfewerÊsubjectsÊdependantÊonÊtheirÊpersonalisedÊ
needs. TheÊfullÊsetÊofÊcoursesÊcurrentlyÊofferedÊthisÊacademicÊyearÊatÊKS4Êare: 

· Art 
· Business 
· Classics 
· ComputerÊScience 
· DesignÊTechnology 
· EnterpriseÊandÊmarke ng 
· FoodÊNutri on 
· Geography 

· Graphics 
· History 
· HealthÊandÊSocialÊCare 
· iMedia 
· ModernÊForeignÊLanguages 
· Music 
· PE 
· PerformingÊArts 

InÊaddi onÊtoÊtheÊaboveÊexamina onÊcourses,ÊallÊstudentsÊfollowÊnon-examinableÊcoursesÊinÊPhysicalÊ
Educa on,ÊPersonalÊandÊSocialÊEduca on,ÊCareersÊandÊReligiousÊEduca on. 
 
AsÊaÊschoolÊweÊofferÊaÊwideÊvarietyÊofÊextra-curricularÊac vi esÊandÊsomeÊofÊtheseÊareÊdesignedÊtoÊÊÊÊ
supportÊourÊstudentsÊinÊtheirÊstudies.  
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AtÊKingÊJames’sÊSchoolÊweÊprovideÊaÊstrongÊnetworkÊofÊpastoralÊcareÊwithÊtheÊcoreÊpurposeÊofÊensuringÊ
thatÊstudentsÊfeelÊhappy,ÊsafeÊandÊableÊtoÊachieve.ÊTheÊfosteringÊofÊrespec ulÊrela onshipsÊbetweenÊÊÊ
students,ÊtheirÊpeersÊandÊstaffÊallowsÊeveryoneÊtoÊfeelÊaÊsenseÊofÊprideÊinÊtheirÊschoolÊcommunityÊandÊ
howÊitÊdevelops. 
 
StudentÊsupportÊbeginsÊwithÊtheÊformÊtutorsÊwhoÊprovideÊtheÊall-importantÊdailyÊcontactÊwithÊtheÊÊÊÊÊÊÊÊÊ
students.ÊTheyÊmonitorÊa endance,ÊpunctualityÊandÊbehaviourÊandÊgenerallyÊensureÊstudentsÊareÊhappyÊ
andÊprogressing.ÊTheyÊareÊtheÊfirstÊpointÊofÊcontactÊforÊparents. 
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OurÊCommunity 
OurÊschoolÊisÊsituatedÊapproximatelyÊ2ÊmilesÊfromÊtheÊcentreÊofÊHuddersfield,ÊinÊaÊsemi-ruralÊposi onÊ
overlookingÊtheÊFarnleyÊValley, servingÊaÊsuburbanÊareaÊandÊaÊsca erÊofÊvillagesÊtoÊtheÊeastÊandÊsouthÊ
ofÊHuddersfield.  
 
OurÊintakeÊcomesÊpredominantlyÊfromÊtheÊpriorityÊadmissionÊareaÊofÊAlmondbury,ÊLepton,ÊKirkheatonÊ
andÊGrangeÊMoor.ÊÊ 
 
WeÊplayÊanÊimportantÊroleÊinÊourÊlocalÊcommunityÊfromÊyearÊgroupÊcharityÊeffortsÊtoÊpromo ngÊlocalÊ
ini a ves.ÊÊ 
 

 



 Floreat Schola – May the School Flourish 

Advert 
A endanceÊOfficer 

GradeÊ6Ê£18,383ÊincreasingÊtoÊ£19,768ÊwithÊservice 
35ÊhoursÊperÊweekÊinÊtermÊ meÊ+ÊINSETÊdays 

 
WouldÊyouÊlikeÊtoÊworkÊwithinÊaÊforward-thinkingÊandÊsuppor veÊschool?ÊIfÊso,ÊKingÊJames’sÊSchoolÊ
couldÊbeÊtheÊplaceÊforÊyou!Ê 
 
WeÊareÊlookingÊtoÊappointÊanÊA endanceÊOfficerÊtoÊjoinÊourÊteam.ÊTheÊsuccessfulÊcandidateÊwillÊbeÊÊ
responsibleÊforÊensuringÊallÊstudentsÊareÊaccountedÊforÊatÊtheÊstartÊofÊeachÊlesson,ÊtakingÊappropriateÊ
followÊupÊac onÊshouldÊthisÊnotÊbeÊtheÊcase.ÊTheÊhoursÊforÊtheÊroleÊareÊMondayÊtoÊFridayÊfromÊ8:00Êun lÊ
15:30.  
 
WeÊareÊlookingÊforÊsomeoneÊwhoÊhasÊexcellentÊITÊandÊcommunica onÊskillsÊandÊwhoÊwantsÊtoÊbeÊpartÊ
ofÊaÊfriendlyÊandÊfastÊpacedÊteam.ÊÊTheÊroleÊwillÊinvolveÊregularÊcontactÊwithÊotherÊstaff,Êstudents,ÊandÊ
parents/carers.ÊÊTheÊsuccessfulÊcandidateÊwillÊbeÊableÊtoÊdemonstrateÊini a ve,ÊenthusiasmÊandÊÊÊÊÊÊ
flexibility.ÊÊThisÊisÊanÊexcellentÊopportunityÊforÊaÊdedicatedÊcolleagueÊtoÊjoinÊaÊsuccessful,ÊprogressiveÊ
andÊhappyÊschool.Ê 
 
‘TheÊKingÊJames’sÊWay’ÊsetsÊoutÊtheÊvaluesÊandÊcommitmentsÊwhichÊlieÊatÊtheÊcentreÊofÊeverythingÊweÊ
do.ÊÊThoughÊweÊareÊproudÊofÊourÊacademicÊsuccess,ÊweÊareÊequallyÊproudÊofÊourÊinclusiveÊapproachÊ
andÊfirstÊclass,ÊwraparoundÊpastoralÊcare. 
 
AtÊKingÊJames’sÊSchoolÊweÊareÊproudÊofÊourÊinclusiveÊandÊsuppor veÊworkingÊenvironment.ÊAsÊanÊÊÊÊÊ
organisa onÊthatÊvaluesÊandÊnurturesÊtalent,ÊweÊareÊcommi edÊtoÊhelpingÊyouÊfulfilÊyourÊpoten al.ÊÊ
WithÊaÊcomprehensiveÊtrainingÊandÊdevelopmentÊprogramme,ÊtailoredÊtoÊyourÊneedsÊandÊtheÊÊÊÊÊÊÊÊÊÊÊÊ
requirementsÊofÊtheÊschool,ÊweÊwillÊenableÊyouÊtoÊflourishÊinÊyourÊroleÊandÊperformÊtoÊtheÊveryÊbestÊofÊ
yourÊabili es. 
 
WeÊareÊcommi edÊtoÊsafeguardingÊandÊpromo ngÊtheÊwelfareÊandÊsafetyÊofÊchildrenÊandÊyoungÊÊÊÊÊÊ
peopleÊandÊexpectÊallÊstaffÊtoÊshareÊthisÊcommitment.ÊAllÊstaffÊwillÊbeÊsubjectÊtoÊanÊenhancedÊDBSÊ
check. 
 
ThisÊpostÊinvolvesÊdirectÊcontactÊwithÊchildrenÊandÊisÊconsideredÊtoÊbeÊaÊregulatedÊac vity.ÊÊThisÊroleÊisÊ
exemptÊforÊtheÊRehabilita onÊofÊOffendersÊActÊ1974,ÊsoÊmostÊcriminalÊconvic onsÊmustÊbeÊdisclosedÊtoÊ
us.ÊÊ AllÊsuccessfulÊcandidatesÊwillÊbeÊaskedÊtoÊundergoÊanÊenhancedÊDBSÊcheck,ÊincludingÊaÊBarredÊListÊ
check. 
 
YouÊcanÊfindÊfullÊdetailsÊofÊtheÊroleÊandÊhowÊtoÊapplyÊhereÊ. 
 
IfÊ youÊhaveÊanyÊques onsÊaboutÊ theÊ roleÊpleaseÊcallÊ TraceyÊBrook,ÊPAÊ toÊ theÊPrincipal,ÊorÊemailÊherÊ
(staff.tbrook@kingjames.school). 
 
CompletedÊapplica onÊformsÊshouldÊbeÊsubmi edÊbyÊ9:00 on Monday 27th March 2023.ÊÊInterviews will take  

place on Wednesday 29th March 2023.  
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JobÊDescrip on 
POST TITLE: ÊA endance Officer 

 GRADE 6 (SCP 7-11) 
 

Purpose of the Post  
ToÊensureÊallÊstudentsÊareÊaccountedÊforÊatÊtheÊstartÊofÊeachÊlessonÊandÊthatÊallÊa endanceÊrecordsÊareÊ
correctÊandÊupÊtoÊdate,ÊtakingÊappropriateÊac onÊwhereÊnecessary. 
 
ToÊprovideÊadministra veÊsupportÊtoÊtheÊPastoralÊfunc onÊofÊtheÊschoolÊcarryingÊoutÊaÊvarietyÊofÊad-
ministra onÊtasks 
 
Key Areas:  
· A endanceÊ 
· StudentÊSupervision 
· Administra onÊ 
· Communica on 
· SafeguardingÊ 
· GeneralÊ 
 
Du es & Responsibili es:  
A endance  
· EnsureÊ allÊ registersÊ areÊ updatedÊ inÊ aÊ melyÊ fashionÊ andÊ followÊ upÊ anyÊ absences,Ê carryingÊ outÊ

checksÊasÊnecessaryÊÊ 
· CheckÊregistersÊforÊerrorsÊandÊmessagesÊ 
· ListenÊtoÊmessagesÊonÊtheÊa endanceÊlineÊandÊupdateÊrecordsÊforÊabsentÊstudentsÊ 
· ContactÊparentsÊviaÊourÊautomatedÊsystemÊonceÊallÊregistersÊareÊcompletedÊ 
· UpdateÊstudentÊrecordsÊwhenÊparents/carersÊcallÊinÊfollowingÊreceiptÊofÊautomatedÊmessageÊ 
· IfÊaÊparent/carerÊcallsÊtoÊsayÊaÊstudentÊshouldÊbeÊinÊschool,ÊlocateÊtheÊstudentÊinÊschool 
· IfÊtheÊstudentÊshouldÊbeÊinÊschoolÊandÊisÊnotÊalertÊtheÊnecessaryÊschoolÊstaff 
· InformÊrelevantÊstaffÊofÊallÊabsentÊstudentsÊonÊaÊdailyÊbasis 
· FollowÊtheÊFirstÊDayÊCallingÊProcedureÊtoÊcomplyÊwithÊgovernmentÊguidelines 
· LiaiseÊwithÊtheÊschoolÊstaffÊregardingÊanyÊknownÊabsencesÊfromÊlessons 
· LiaiseÊwithÊKirkleesÊCouncilÊandÊotherÊwelfareÊservicesÊonÊaÊdailyÊbasisÊtoÊensureÊthatÊtheyÊhaveÊ

appropriateÊa endanceÊinforma on 
· ProvideÊrelevantÊstaffÊwithÊa endanceÊdata,ÊasÊrequired 

 
Student Supervision  
· SuperviseÊstudentsÊonÊtheÊcorridorsÊatÊlessonÊchangeÊover 
· SuperviseÊstudentsÊinÊaÊdesignatedÊareaÊatÊsocialÊ mes 
 
Administra on  
· ProvideÊ confiden alÊ administra onÊ supportÊ toÊ theÊ PastoralÊ TeamÊ includingÊ producingÊ le ers,Ê

orderingÊ sta onery,Ê replenishingÊ reportsÊ andÊ otherÊ documents,Ê taking/makingÊ telephoneÊ callsÊ
andÊfiling 

· inÊconjunc onÊwithÊtheÊBehaviourÊOfficerÊactÊasÊanÊini alÊpointÊofÊcontactÊforÊtheÊPastoralÊTeam 
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 Communica on  
· CommunicateÊwithÊaÊvarietyÊofÊstakeÊholdersÊincludingÊstaff,Êstudents,Êparents/carersÊandÊout-

sideÊagenciesÊverballyÊandÊinÊwri ng 
· CommunicateÊwithÊtheÊPastoralÊTeam,ÊandÊotherÊstaff,ÊviaÊwalkieÊtalkieÊasÊnecessary 

   
Safeguarding 

· ResponsibleÊforÊsafeguardingÊandÊprotec ngÊtheÊwelfareÊofÊchildren 
· EnsureÊthatÊsafeguardingÊandÊchildÊprotec onÊproceduresÊareÊfollowed 
· AsÊpartÊofÊyourÊwiderÊdu esÊandÊresponsibili esÊyouÊareÊrequiredÊtoÊpromoteÊandÊac velyÊÊÊÊÊÊ

supportÊourÊresponsibili esÊtowardsÊsafeguarding.ÊSafeguardingÊisÊaboutÊkeepingÊpeopleÊsafeÊ
andÊprotec ngÊpeopleÊfromÊharm,Êneglect,ÊabuseÊandÊinjury.ÊItÊisÊaboutÊcrea ngÊsafeÊplaces,Êbe-
ingÊvigilantÊandÊdoingÊsomethingÊaboutÊanyÊconcernsÊyouÊmightÊhave.ÊItÊisn’tÊjustÊaboutÊtheÊveryÊ
oldÊandÊtheÊveryÊyoung,ÊitÊisÊaboutÊeveryoneÊwhoÊmayÊbeÊvulnerable 

 
General  
· TakeÊanÊappropriateÊroleÊinÊtheÊlifeÊofÊtheÊschoolÊsuppor ngÊitsÊdis nc veÊethosÊandÊvalues,ÊandÊ

ac velyÊpromo ngÊourÊpoliciesÊandÊprac ces 
· CarryÊoutÊanyÊreasonableÊtaskÊasÊrequested 
· CarryÊoutÊyourÊdu esÊwithÊdueÊregardÊtoÊcurrentÊandÊfutureÊSchool’sÊpolicies,ÊproceduresÊandÊ

relevantÊlegisla on.ÊTheseÊwillÊbeÊdrawnÊtoÊyourÊa en onÊinÊyourÊappointmentÊle er,ÊyourÊstate-
mentÊofÊpar culars,Êinduc on,Êon-goingÊperformanceÊdevelopmentÊandÊthroughÊSchoolÊcommu-
nica ons 

  
RESPONSIBLE TO: Vice Principal (Inclusion and Pastoral) 
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PersonÊSpecifica on 
 Requirement Essen al Desirable 

Qualifica ons and Experience   

ExperienceÊofÊworkingÊwithÊchildren/youngÊ
peopleÊinÊaÊschoolÊenvironment 
  

 ü 

ExperienceÊinÊaÊsimilarÊrole 
  

 ü 

ExperienceÊofÊworkingÊinÊaÊbusyÊenvironment 
  

ü  

GoodÊnumeracyÊandÊliteracyÊskillsÊinÊorderÊtoÊ
produceÊreportsÊandÊwri enÊcorrespondence 
  

ü  

General and specialist knowledge   
AwarenessÊofÊHealthÊandÊSafetyÊprocedures 
  

ü  

AbilityÊtoÊuseÊgeneralÊITÊso ware,ÊespeciallyÊ
Microso ÊOffice 
  

ü  

AbilityÊtoÊuseÊspecialistÊITÊso ware,Êe.g.ÊSIMSÊ
andÊInTouch 
  

 ü 

Communica on skills   
AbilityÊtoÊcommunicateÊverballyÊwithÊaÊwideÊ
varietyÊofÊstakeholderÊincludingÊstaff,ÊstudentsÊ
andÊparents/carers 
  

ü  

AbilityÊtoÊproduceÊgoodÊqualityÊwri enÊÊÊÊÊÊÊÊ
correspondence 
  

ü  

AbilityÊtoÊbuildÊrespec ulÊandÊappropriateÊÊ
rela onshipsÊwithÊaÊvarietyÊofÊstakeholdersÊ
includingÊstaff,ÊstudentsÊandÊparents/carers 

ü  

Time management   
ResilienceÊ–ÊtheÊabilityÊtoÊmanageÊaÊvariedÊ
workloadÊandÊmeetÊdeadlines,ÊwhileÊÊÊÊÊÊÊÊÊ
maintainingÊaccuracy 
  

ü  

AbilityÊtoÊworkÊunderÊ meÊpressure 
  

ü  

AbilityÊtoÊdemonstrateÊflexibilityÊtoÊmeetÊtheÊ
needsÊofÊtheÊschool 
  

ü  
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PersonÊSpecifica on 
 Requirement Essen al Desirable 

Personal A ributes     

AbilityÊtoÊworkÊasÊpartÊofÊaÊteamÊasÊwellÊasÊÊÊÊÊÊÊÊÊÊÊÊÊÊ
independently 
  

ü  

AbilityÊtoÊworkÊcrea vely 
  

 ü 

AbilityÊtoÊmakeÊdifficultÊdecisions 
  

 ü 

ResponsiveÊtoÊchange 
  

ü  

Commi edÊtoÊcon nuedÊprofessionalÊdevelopmentÊ
andÊself-evalua on 
  

ü  

Wider school   

Commi edÊtoÊsafeguardingÊtheÊwelfareÊofÊstudents 
  

ü  

Commi edÊtoÊequality ü  

WillingnessÊtoÊbeÊinvolvedÊinÊtheÊwiderÊlifeÊofÊtheÊ
school 
  

ü  


