 					Advert Prep Sheet[image: ]


This form is for External Vacancies advertised through Networx - please follow the Networx Vacancy Admin Training.  For internal vacancies, please use the Initio Recruitment Checklist instead.

	VACANCY TITLE:  Pastoral Officer
	SCHOOL/TEAM: St Michaels Middle School 

	CLOSING DATE: 29th May 2026
	APPROX START DATE:  1st September 2026

	RECRUITING MANAGER 
	Darren Ayling



	REQUIRED AUTHORISATIONS 
	

	School roles: DIRECTOR of EDUCATION 
	Brian Boyes 24/04/2026

	Central team: DIRECTOR of <Position>
	<Name>, <date of approval>



	Confirm JD is READY - review if needed with HR
	< APPROVED VERSION already in JD LIBRARY> or
< NEW JD shared with hr@initiolearning.org>

	PANEL LEADER* FOR SHORTLISTING:
	Daren Ayling

	PANEL MEMBER(S)* FOR SCORING:
	Darren Ayling and Nick Taylor

	INTERVIEWER, SAFER-RECRUITMENT TRAINED:
	Darren Ayling


* Panel Leaders & Members require a Networx account to score & shortlist; to request a new accounts contact hr@initiolearning.org (providing Name of panel member, Job Title and email address)
	VACANCY DETAILS : Preparing these will help set up the vacancy in Networx and reduce errors.

	Contract Type 
	Permanent

	Employee being replaced (if not new post)
	Anne Lennon

	End Date or Duration: fixed term/ maternity cover
	

	TEACHERS & TEACHING LEADERSHIP
	COMPLETE BELOW:

	Teacher Pay Scale
	Main/ Upper/ Leadership/ Lead Practitioner pay scale

	[bookmark: _heading=h.30j0zll]Individual Pay Range: Leadership & LP only
[bookmark: _heading=h.q5cnb6pq2yfx]
	Example ‘L5 to  L9’

	Teachers: Annualised Hours. Full time = 1265
Part time hours must include min 10% PPA:
1 day (0.2) = 253 hours; 2 days (0.4) = 506 hours 
3 days (0.6) = 759 hours; 4 days (0.8) = 1,012 hours    
If part time hours being worked are NOT FULL DAYS (as above) then use Directed Time Calculator - set up for your school timetable, then send toInitio HR
	Example ‘1265’ - don’t add the word ‘hours’

	Teachers ‘Advertised Salary’: Guidance
Calculation: Annualised hours/1265  X  £ FTE Salary
Format:  for Main Scale (0.6 FTE) input  ‘£18,000 - £24,800 per annum’ - covering M1 to M6, can use M1 to U3 if budget allows.
	
Example format ‘£18,000 - £24,800 per annum’  add ‘with TLR £xxxx’ if applicable

	[bookmark: _heading=h.gjdgxs]TLR Type/ Level
	

	TLR Responsibility
[bookmark: _heading=h.lkwa04l7j608]
	Describe


	SUPPORT STAFF - PLEASE COMPLETE THE THREE YELLOW FIELDS 

	Support Staff Salary: Guidance
Pro Rata Salary Calculator 1Apr2026  Use the ‘Advert tab’ and save a copy in your recruitment post folder. 
	Click on the calculator (left) and input Grade, Working Weeks and Decimal Hours to generate your figures. Then copy/paste pro-rata salary figures into the green boxes below/overleaf.

	Grade
	6

	Working weeks
	39

	Hours per week (Decimal)
	19.5

	Paid Weeks
	
	44.85

	SCP Min
	
	6

	SCP Max
	
	9

	Salary Min
	
	£25,989

	Salary Max
	
	£27,254

	Advertised Salary Min (actual)
	
	£11, 782 per annum

	Advertised Salary Max (actual)
	
	£12,355 per annum

	Networx ‘Advertised Salary’  (Advertised Min to Max)
	Input→
	£11, 782- £12,355 

	About the Role (role description & essential requirements):

	We are looking for an enthusiastic and skilled person to join the dynamic pastoral team at our successful Middle School. The pastoral team helps safeguard and support students across the middle school age range, working alongside parents and staff to achieve the best outcomes for all pupils. The school has an excellent reputation in the local community for the care and support offered to vulnerable learners and families and sits at the centre of the school's work. The successful candidate needs to be versatile in their approaches to meet individual needs, reflecting the school's vision of ‘Each person, uniquely made in God’s image, merits the best we can give’. 
This post is to provide general pastoral support to pupils and parents to help them flourish at school. It will involve working closely with outside agencies, the attendance leader and the SEND department. The post holder will work closely with and be line managed by a member of the school’s SLT.
Visits to the school are welcomed, please contact the school office to arrange a suitable time.
Close vacancy on Friday 29th May 2026
Interviews week beginning: 1st June 2026
NOTE: Please don’t include information about the School or Trust here - this is set up for you in Networx already. If you would like to amend your template, please contact hr@initiolearning.org

	After publishing, paste in the Advert URL below.   
· Go to the Vacancy ->  Setup tab -> Publishing -> Actions -> Apply URL -> Copy URL
· This link can be used on your school website, Initio social media channels and on other job boards; the link will direct applicants to Networx via the Apply Now button

	· Advert URL: https://recruitment.initiolearning.org/Jobs/Advert/4176948?cid=3256&t=Pastoral-Support-Officer


[bookmark: _heading=h.1fob9te]
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