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JOB DESCRIPTION – (Behaviour, Attendance and Safeguarding Support)

	Job title
	Behaviour, Attendance and Safeguarding Support

	Grade
	Grade D Points 11-14

	Responsible to
	Assistant Principal

	Responsible for
	Working with the Pastoral Leadership Team to communicate and liaise with all stakeholders in relation to student behaviour, attendance and safeguarding

	Effective from
	May 2025



	
SUMMIT LEARNING TRUST Mission Statement
Strength through Endeavour
Ambition through Challenge
Excellence through Diversity




Role Purpose:  

· To provide a top-quality support service for allocated members of the pastoral leadership team, which increases effectiveness, impact and efficiency.
· To take a pro-active and forward-looking approach to this support with a high level of trust, independence and initiative.
· To manage safeguarding information in a confidential manner, supporting the safeguarding team in delivering effective provision for all stakeholders
· To provide an excellent and professional level of customer service to colleagues, learners and external visitors in keeping with the values and culture of the College.

Main duties and responsibilities
The post-holder will:

· Develop a high level of trust, partnership, confidence and confidentiality with the pastoral leadership team, which facilitates maximum effectiveness and delegation.
· Coordinate meetings and communications for members of the safeguarding team, liaising with external agencies in relation to safeguarding concerns. Maintaining confidentiality and managing the balance of urgency and support appropriately. 
· Manage the safeguarding system to provide data and to support the lead DSL’s reporting of safeguarding information, internally and externally. 

· Manage diaries, contacts, commitments and duty management rotas ensuring papers and information are prepared and circulated in a timely way.
· Manage internal and external communication for the Pastoral Leadership Team, taking an agreed level of authority. 
· Co-ordinate agendas and take minutes at appropriate meetings within the responsibilities of the allocated Pastoral Leadership Team and support them as they plan and prepare for these meetings.
· Liaise with other colleagues regarding the management of student progress, behaviour and attendance including the administration of the student engagement and disciplinary procedures and the arrangement of appointments with parents/carers.
· Provide a high-quality service to Pastoral Leadership Team including the production of letters, documents, materials for presentations and correspondence and the maintenance of records and files.
· Welcome visitors and provide appropriate hospitality.
· Undertake any other reasonable task at the request of any member of the Pastoral Leadership Team.

Other Responsibilities:

· To take part in the College’s Performance management review scheme 
· To be committed to the safeguarding and promotion of the welfare of children and vulnerable adults.
· To promote and comply with equality of opportunity as laid out in the College’s Diversity, Equity and Inclusion Policy
General Duties  

· Undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· Undertake health and safety duties commensurate with the post and/or as detailed in the Trust Health and Safety policy.
· Work in accordance with all of the College’s and Trusts policies and procedures.

Notes
· This job description is not necessarily a comprehensive definition of the post.
· It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder
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Person Specification – (Behaviour, Attendance and Safeguarding Support)
The successful candidate will be suitably qualified with a breadth of relevant experience and capable of inspiring trust and confidence across a diverse range of learners, colleagues and parents/carers.

	
	Essential
	Desirable

	Qualifications
	· Good standard of education including Maths and English GCSE or equivalent at grade 4 or above
· Word-processing skills to RSA II or equivalent standard
	· Education to Level 3+ or equivalent 
· RSA III word-processing or equivalent standard
· IT qualifications e.g. European Computer Driving Licence/CLAIT

	
Relevant Experience
	· Previous administrative experience 
· Previous use of database applications 
· Ability to use Microsoft Office Applications - Word, Excel, Powerpoint, Outlook and Internet to a high standard.
	· Previous experience supporting senior leadership teams
· Experience in a Customer service environment
· Experience of working in an educational environment

	
Knowledge and understanding

	· Familiarity with general office equipment and systems
	· Knowledge of behaviour, attendance and Safeguarding processes and policies within education

	Skills and aptitudes
	· Flexible attitude to hours and times of work
· High level of confidentiality, tact and discretion
· Accuracy and attention to detail 
· Ability to prioritise own workload and use initiative
· Ability to work alone, unsupervised for periods of time
· Ability to work calmly under pressure with changing priorities
· Good organisation skills 
· Good interpersonal skills
· Confident telephone manner
· Ability to work as part of a team
· Commitment to providing high quality and professional customer service
· Enthusiasm for working with young people.
· Willingness to receive further training
	

	

Special Requirements
	· Enhanced DBS clearance
· Compliance with all College and Trust policies
· Safeguarding and promoting the welfare and success of all students and young people.  
· The implementation of equal opportunities practice.
· Promoting the stated aims and policies.
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