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Job Description

	Job Title:
	Pastoral and Multi Agency Worker

	

Pay Grade / Scale / Range:
	
SO2 – Full Year - £37,280 - £39,152 per annum
Term time plus 5 days - Actual Salary range pro rata 
£31,885 - £33,486 


	Benefits & Perks:
	Occupational pension scheme, occupational sickness scheme, TOIL / Flexi scheme/ Health benefit scheme

	

Working hours:
	
36 hours 40 minutes per week 
8am until 4pm, Monday to Friday  
Term time plus 5 days (195 days)



	
Location:
	
Based at Hawthorns School in Hattersley.

NB: all staff are employed by New Bridge MAT and may be asked to work at any site if required.


	Special circumstances:
	
N/A

	Staff responsible to:
	
Headteacher

	Staff responsible for:
	
None

	Accountable to:
	
Chief Executive Officer

	Probationary period:
	
26 working weeks
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New Bridge Group 
Pastoral and Multi Agency Worker

JOB DESCRIPTION 

MAIN PURPOSE OF THE POST 
Provide support, information and education service to families of children attending Hawthorns school.
Duties and Responsibilities
Pastoral - Working with families and professionals as part of the multi-agency team
1. Complete and Lead on EHA assessments and referrals
2. As appropriate, attend TAC, EHA, CHiN, Child Protection and Core Group meetings involving children from the school
3. Work with external agencies to support families, signposting where appropriate and supporting assessments with agencies
4. Contribute to multi-agency and internal meetings, providing information and updates related to pastoral or family support.
5. In conjunction with the Headteacher / Designated Safeguarding Lead make referrals to Social Care when deemed necessary and liaise as appropriate
6. Working with external partners such as Parent carer Forums and the Hattersley Hub.
7. Promote and support the school PTA
8. Establish and foster good relationships with parents/carers and children at the school. Encourage parental involvement in the school and its activities and provide a link between home and school.
9. Facilitate events such as Family Coffee mornings, specialist events and links with the local community and community Hub. This may include arranging events at various sites in the locality and visiting speakers from local services.
10. Promote the self-esteem of parents/carers to help them maximise their own personal and interpersonal skills, which will enable them to respond to children / family needs effectively
11. Build strong, trusting relationships with pupils, parents and carers to promote engagement, wellbeing and inclusion.
12. Work with parents to identify why their children are experiencing barriers to learning. With other professionals and families, ascertain the probable causes and suggest and assist in the implementation of plans/actions to resolve the situation. ending meetings as required.
Pastoral - Welfare & Attendance
13. Working with the Safeguarding & Pastoral leads to monitor daily attendance, conduct first-day calling, and support follow-up actions in line with school policy
14. Work proactively with families to address barriers to attendance, punctuality and engagement.
15. Work closely with the Safeguarding Lead and Pastoral Leads, following their direction to ensure high-quality support for pupils and families. This includes - monitoring attendance giving close attention to early identification and prevention of absence.
16. Carry out absence calls and home visits where appropriate to support parents in encouraging their child to maintain full and regular attendance. Monitor and report on attendance trends as required.
17. Facilitate the sharing and implementation of the school's attendance policy
18. Share information on practical childcare and parenting skills, identifying need for support including how to meet the emotional needs of children (e.g. setting boundaries and consistent discipline).
19. Maintain accurate and timely records on CPOMS (or your school system), ensuring safeguarding information is escalated immediately.
20. Liaise with members of school staff regarding families/children as necessary with parent/carer consent.
21. Encourage and facilitate effective communication and dialogue between parents and teachers about children’s progress.
22. Alongside the Safeguarding & welfare and SEND Mangers to facilitate the TAC processes.
23. Keep records and all documentation pertaining to meetings/contact with children and young people and their families as appropriate under Data Protection laws.
24. Liaise with the schools Designated Safeguarding Lead in relation to Safeguarding and Child Protection.
25. Be responsible for the effective communication surrounding children in CP and CHiN to appropriate professionals.
26. Support the pastoral team with behaviour strategies, wellbeing initiatives and whole-school interventions.
27. Update and maintain all Child Protection records and record keeping on CPOMS advising staff on quality of content where needed
28. To support the process to report regularly to the Governors around attendance and Health.
29. Attend bi-weekly briefing sessions with SLT to discuss individual children and families.
30. Provide targeted pastoral support for pupils, including low-level mentoring, emotional wellbeing check-ins and restorative conversations.
Health
31. Assist with managing and monitoring pupil medical needs, ensuring care plans are up to date and followed.
32. Ensure all records on Arbor and Medi tracker are correct and utilised well.
33. Use Medi tracker to provide reports for the SLT and Governors as required.
34. Maintain any Health records for pupils.
35. Co-ordinate any appropriate intervention to children and families that has been identified during meetings working with the SEND manager.
36. Act as Point of contact with Health professionals within the MDT eg Specialist
Nurses, School Nurse.
37. To lead across the school on appropriate first aid training.
38. Liaise with medical professionals, ISCAN etc to coordinate health checks in school.
39. Facilitate specialist training for staff regarding pupils with specific medical issues, including risk assessments for pupils.
40. Share relevant information with Teachers and staff.
41. Attend staff meetings to continue own professional training and development as required.
42. To carry out such duties which reasonably correspond with the general character of the post and are commensurate with its level of responsibility.
43. Attend any in-service training as required.
44. To regularly participate in Performance Management Procedures.
OTHER SPECIFIC DUTIES
· To play a full part in the life of the school community, to support its mission, distinctive ethos and principles and to encourage staff and pupils to follow this example.
· To promote actively the school’s policies.
· To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate.
· To carry out such duties which reasonably correspond with the general character of the post and level of responsibility.
· To be aware of safeguarding matters at all times.
.
This Job Description is current at the date shown, but following consultation with you, may be changed by the Executive Principal to reflect or anticipate changes in the job which are commensurate with the salary and job title.



Contacts

Students, colleagues within the school, staff of the local authority, other education and healthcare professionals, parents, carers and guardians and visitors to the school
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Special Conditions:

An enhanced Disclosure and Barring Service (DBS) check is required for this post


	
	DATE
	NAME
	POST TITLE

	PREPARED
	12/12/25
	KDS/JCT
	Head of HR, Headteacher



[image: ]
PERSON SPECIFICATION

[image: ]PLEASE NOTE: Governors/Directors will use the essential criteria. Only those applicants who demonstrate that they meet those criteria (to the Governors/Directors satisfaction) will be invited to interview.

	
	Selection Criteria Essential
	Selection Criteria Desirable
	How Assessed

	
Education & Qualifications
	
· Good standard of general education, including English and Maths.
· Training or experience related to safeguarding, pastoral work, or family engagement.
· Willingness to undertake ongoing professional development, including safeguarding and first aid.

	
· Relevant qualification in education, social care, youth work, counselling or family support.
· First Aid qualification (or willingness to achieve).

	

AF / I




	
Experience
	
· Experience working with children, young people or families in an education, community or support setting.
· Experience building effective relationships with parents, carers and external agencies.
· Experience supporting attendance, behaviour or pastoral systems within a school or similar environment.

	
· Experience delivering group sessions, workshops or family engagement activities such as coffee mornings.
· Experience using systems such as CPOMS or equivalent safeguarding/attendance software.
· Experience supporting children with medical needs and care plans.

	
AF / I

	
Skills & Abilities
	· Ability to build trusting, positive relationships with pupils and families from diverse backgrounds.
· Strong communication and interpersonal skills, including the ability to have challenging conversations.
· Empathy, patience and resilience when supporting pupils with emotional, behavioural or family-related difficulties.
· Ability to work collaboratively as part of a safeguarding and pastoral team, following direction when required.
· Strong organisational and record-keeping skills, with attention to detail.
· Ability to prioritise, manage time effectively and adapt to changing situations.
· Commitment to safeguarding, equality, and inclusive practice.

	
· Ability to plan and deliver engaging parental events and community-focused activities.
· Confidence in de-escalating situations and supporting restorative approaches.

	
AF / I

	
	
	
	

	
	
	
	

	
	
	
	

	
Knowledge
	
· Understanding of safeguarding procedures and the role of early help.
· Awareness of the barriers that affect pupil attendance, wellbeing and engagement.
· Understanding of confidentiality, professional boundaries and information-sharing protocols.
· Knowledge of the pastoral needs of children and young people and how to support them effectively.

	

· Knowledge of local support services, agencies and referral pathways.
· Understanding of attendance legislation and school policy.

	
AF / I








	
	safeguarding and confidentiality are important when working with children and young people
	
	AF / I

	
Work circumstances
	
To work flexibly as the workload and needs of the students demand

To travel and work at other site within the New Bridge Group as may be required

Occasional out of hours working to support school functions
	
	
I I

I



[image: ]Abbreviations: AF = Application Form; I = Interview.
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