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Everyone matters, every day counts





Oak Grove College 

Pastoral Officer: Transition and Attendance

Vacancy
Candidate Information Pack
Dear Candidate 
I am delighted that you have requested further information for our current vacancy.  We are looking for a third Pastoral Officer for Transition and Attendance to join us and become part of our successful team, giving the very best support to our community every day, because at Oak Grove College ‘everyone matters, every day counts’.  This is a fantastic opportunity to work in an engaging and rewarding environment, supporting the learning of our young people with severe learning needs.  
We are committed to providing an excellent education for all students so that they develop the communication, social, life and vocational skills necessary to take an active role as citizens in the local, national and international community.  Ofsted inspected us in January 2019 and recognised that the college continues to offer a GOOD quality of education and safeguarding is effective. The inspection noted staff dedication, warm and trusting relationships between adults and students, teachers who listen and make learning fun, an innovative curriculum, a tailored approach to the needs of students, positive engagement and students who go home happy.
In this role you will gain a wealth of experience and we can offer a solid training package to help you flourish in your role.  Most of all we offer a welcoming team environment where everyone’s contribution to the community is noticed and acknowledged.
Are you ready to take your place in the Oak Grove team?  I am really looking forward to receiving your completed application. 

Phillip Potter, Headteacher

About us

Oak Grove College – A wonderful place to work

Oak Grove College is a community generic special school providing special education for 268 students with learning difficulties from Year 7 to Year 14. We are part of the Thrive Federation of Schools which also includes Palatine Primary School, Herons Dale School and Cornfield School.
 

We are immensely proud of our college and our community.  We are committed to providing the very best for young people while they are with us, helping them to develop the knowledge, skills, confidence and aspiration to succeed throughout their lives.  We have a staff team of about 180 people and we believe in looking after everyone well.  We know that our staff team make the college what it is today and are the key to a successful future.
Staff are well supported by the leadership team and are offered opportunities to progress.  We know that each and every one of our staff have a pivotal role to play and we believe in supporting everyone to achieve their potential.  Oak Grove College is a rewarding place to work and staff report high levels of job satisfaction.

We know that our staff work hard to do their very best each day for our students and we believe in looking after them well in return.  We pay for an extensive health and welfare support service for all our staff which includes physiotherapy, counselling, mindfulness support, menopause support, chronic illness support, weight management and much, much more.

Oak Grove College has convenient road and rail links with good public transport available.  It is a 15 minute walk from Durrington-on-Sea train station, there is a bus stop just by the entrance, a large car park for those travelling by car and good pedestrian access for those on foot.

New employees joining Oak Grove College are guaranteed a warm welcome from the community.  Our motto is that ‘Everyone matters, every day counts’ and we strongly believe that this should include our entire school community.  We look forward to getting to know you better and helping you to play your part in providing the very best to our young people.
Advert

Job Title: 

Pastoral Officer: Transition and Attendance
Contract: 
32.5 hours per week; Term time only + inset days (39 weeks per year); Permanent
Pay Scale:

Grade 7; Points 14-19; £12.17 per hour; 
Hours:
8.30 – 3.30 Monday to Friday
Start Date:

May 2022 
We are currently recruiting for an additional Pastoral Officer specifically for transition and attendance.  Our Pastoral Officers form an important part of our staff team, supporting students and colleagues to give the highest quality holistic support to our young people.  
 
We are looking for individuals with some of the following skills, knowledge and experience:

· able to establish effective relationships with parents/carers, students and outside agencies
· experienced in supporting students to access learning, and producing behaviour and intervention plans
· experienced in supporting people with mental health issues

· experienced in supporting people with social and emotional barriers to learning

· able to engage and motivate students
· ability to supervise students to ensure their safety and positive behaviour
· flexibility to work across the whole college as required

· excellent organisational skills
· able to perform a ‘duty manager’ role
· able to use initiative and work effectively in a team
Closing date:    Midday on Monday 25th April 2022 
Selection date: Friday 6th May 2022
Safeguarding: Oak Grove College is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.  References will be taken up for all shortlisted applicants prior to interview so that any relevant issues arising can be taken up during the interview. Shortlisted applicants will also need to complete and return the Safer Recruitment Additional Information Form. The successful applicant will need to undertake an Enhanced Disclosure via the Disclosure and Barring Service (DBS). Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.  If you subscribe to the DBS update service please bring your certificate to the interview. By providing your certificate, you give us consent to check your certificate if offered the job. 
Job Description

Job Title: 


Pastoral Officer: Transition and Attendance
Responsible to: 
Senior Teacher
Purpose of the Role

To work with other staff as part of a professional team to provide the highest quality holistic support to our students who need particular help to overcome barriers to learning. Students may have a range of moderate, severe, profound and multiple learning difficulties and/or behaviour, social, communication, sensory or physical difficulties.  Providing timely support and advice to colleagues is also a key operational part of the role.
The post holder will provide support to the College in a range of duties.   This is an outline of the job role which includes but is not limited to: 

1. Take a part in the ‘duty manager’ rota

2. To record duty incidents on CPOMS and follow through with them in conjunction with other staff 

3. To use CPOMS (and other MIS software) highly effectively to produce reports and identify trends and issues. 

4. Develop a positive interaction and contact with parents/families to ensure highly effective engagement and communication with the College

5. To have the lead responsibility for overseeing attendance, produce reports, undertake first day of contact and follow up with other services. 

6. To oversee the recording of attendance on the SIMS system to ensure the statutory duties are met in relation to attendance and emergencies. 

7. Ensure students are recognised and rewarded for success. 

8. Take part in lunchtime duties to ensure the safe operation of the college. 

9. Support students requiring additional temporary support in class to access learning and produce behaviour plans and intervention plans to support students. 

10. To lead on individual and small group intervention in relation to developing social and emotional skills

11. To attend meetings with external agencies and represent the college. 

12. To follow through and check on student and staff welfare after behaviour incidents. 

13. To supervise students arrival and departure at College to ensure safe transition to school transport

14. To provide organisational and administrative support to the Senior Teachers. 

15. To collate information for meetings regarding students in vulnerable groups

16. To help facilitate the effective running of parents evenings

17. To offer support and training to staff. 

18. To be a Mental Health First Aider for students. 

19. Any other reasonable direction from the Headteacher. 

The content and reporting lines may, in consultation with the employee, be reviewed because duties change over time, and the job description needs to reflect these changes.

Person Specification

	
	Essential Criteria
	Desirable Criteria

	Knowledge and skills
	· Good knowledge of SEND issues and safeguarding issues. 

· Excellent ICT skills 

· Excellent communication skills, verbally and in writing. 

· Qualified to L3 or above or A-level or above

· Knowledge of Schools MIS. 

· Understanding of how multi agency partners work and can be referred to. 

. 
	Knowledge of alternative methods of communication

Mental Health First Aid training 

Understanding of attendance module on MIS and ability to run reports. 

	Interpersonal and communication skills
	· Confident in managing student behaviour

· Effective in supporting others in team

· Confident to express your view and train other staff. 

· Ability to run intervention support sessions for students. 

· Able to listen and demonstrate active listening. 


	Team Teach trained 

	Initiative and independence
	· Organised

· Able to prioritise effectively
	

	Other qualities
	· Reliable

· Punctual

· Willingness to respond flexibly to the changing needs of the school

· Willingness to attend training 

· Good sense of humour and can demonstrate emotional intelligence. 


	


Referencing
As part of the selection process, we always take up two references prior to interview where possible. By providing us with your reference contact details means you are consenting to this information being supplied.   Below is an overview of the questions we ask a referee.  

Previous or current employment or educational information:

	Organisation name:
	

	Job title:
	

	Date of employment:
	From:
	To:

	Key responsibilities:
	

	Reason for applicant leaving position:


Would you re-employ this person in the same or similar capacity in the future? 

Yes

No 

	If ‘no’ has been selected (above) please state why: 



	Please give details, including dates, of any disciplinary procedures the applicant has been subject to in which the disciplinary sanction is current, this should include any issues related to the safety and welfare of children/young people, including any in which the disciplinary sanction has expired and the outcome.


How would you rate this person for the following: (please tick appropriate box)

	Task
	Poor
	Fairly Good
	Good
	Very Good
	Excellent

	Attendance & Punctuality
	
	
	
	
	

	Motivation
	
	
	
	
	

	Confidence in current role
	
	
	
	
	

	Ability to lead & inspire colleagues
	
	
	
	
	

	Soundness of judgement
	
	
	
	
	

	Initiative & resourcefulness
	
	
	
	
	

	Dependability & co-operation
	
	
	
	
	

	Team working
	
	
	
	
	

	Relationships with Colleagues and others
	
	
	
	
	


	How has the applicant demonstrated a commitment to personal and professional development during the past 2 years?


	Applicant suitability for the role being applied for
	Yes
	No

	Having read the job description and person specification are you satisfied that the person has the ability and is suitable to undertake the job
	
	


	If ‘no’ was selected above please state why: 


	Is there any additional information you would like to give us that may be relevant to this person’s application?


Additional Information
We hope you have found this pack useful.  Please do take a look at our website as well for more information and to see lots of images of our staff and young people, to help you get a feel for the work of the college:

oakgrovecollege.org.uk.
For further information please contact Phillip Potter, Headteacher by phone 01903 708870 or email head@oakgrovecollege.org.uk .  
How to Apply:

Please send completed application forms to recruitment@oakgrovecollege.org.uk or post to:

Recruitment 
Oak Grove College

The Boulevard

Worthing

BN13 1JX
Data Protection:

All information is stored securely and processed appropriately.  Any information supplied by unsuccessful candidates will be destroyed through a confidential waste system after six months from notifying unsuccessful candidates, in accordance with our information and records retention policy.[image: image2.png]
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