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SCHOOL SPECIFIC JOB DESCRIPTION

PUPIL SUPPORT OFFICER 
Work Location: 
School Based 

Reports To: 

Headteacher, Deputy Headteacher and Office Manager
Purpose of the Role

1. To provide pastoral and welfare support to the pupils of the school, and where necessary the staff. Be a member of the Pastoral Team and Safeguarding Team.
2. To keep records of accidents. Write Care Plans. Liaise with the kitchen staff about allergies. Administer medication and first aid as necessary.  Ensure first aid supplies and kits are up to date.

3. To monitor attendance and punctuality including accurate record keeping, analysing accidents, reporting to governors, sending letters to parents and liaison with the Educational Welfare Officer. Be part of the Attendance Team.
4. To assist in the smooth running of the office e.g photocopier duties, answering phones, greeting visitors, sending e-mails and texts and generally working effectively as part of the office team.
5. To be responsible for the administration of nursery and school admissions and leavers.
Requirements

The person appointed will have accurate data handling skills and must have an excellent command of spoken and written English.

The post holder will at all times carry out his/her duties and responsibilities with due regard to the school’s Equal Opportunities and Health and Safety Policies.

The school serves a wide variety of ethnic and social groups where English is a second language, and the post holder must relate well to the pupils and parents in providing help and advice. 
Main Duties and Responsibilities
You are required to carry out the following duties at the direction of the Headteacher.

First Aid and Pupil Welfare
· To maintain current First Aid training (Paediatric and First Aid at Work)
· To provide initial routine First Aid for minor accidents and sick children, including cleaning up, changing clothes, notifying parents etc., and to seek advice as necessary. 
· To provide emergency First Aid

· First Aid may be delivered to staff and visitors

· To have up to date DSL safeguarding training and follow school policy on safeguarding
· To ensure first aid supplies are available and maintained in accordance with agreed requirements and to order First Aid equipment and supplies as required.
· To liaise with School Nurse service and create and support delivery of new Medical Care Plans and existing plans are updated as appropriate and are followed.
· To manage the care of medication in school, including supporting the administration of prescribed medication (parental consent and appropriate documentation is complete) and ensuring prescribed medication is up-to-date
· To liaise with other agencies and staff for visits to school and ensuring that facilities are available for medical checks, informing staff as necessary e.g height and weight, hearing etc.
· Accompanying pupils to hospital as necessary 

· Inform parents and staff if visits to the medical room are becoming concerning 

· Notify the HT or Safeguarding Lead of unusual marks, bruising etc

· Ensure relevant staff are up to date with health information generally and for individual pupils
· Provide staff with appropriate medication and other basic first aid resources for school trips

· Update the accident book ensuring accurate recording of all accidents, incidents and near misses. Analyse the accident book, count accident numbers, evaluate the information and report to the HT and governors termly

· Follow school policy for reporting head injuries to parents

· Under the direction of senior staff, provide standard letters to parents on general health matters e.g Head lice

· To be part of the school Pastoral Team and attend weekly meetings
· May provide pastoral advice to parents on a range of school matters

· To liaise and assist outside agencies with their visits e.g School nurse, Height & Weight, Flu vaccines etc

· Be a Fire warden

Admissions/Leavers

· Check the School Admissions Management System regularly and contact parents when offers are made by Barnet

· Arrange dates for admissions meetings

· Prepare packs of information for the new starters including admissions forms

· Send, collect, check and process admissions forms

· Arrange start dates and ensure teachers have the relevant information
· Greet new admissions on their first day

· Obtain leavers information e.g new address, new school

· Complete the Barnet off Roll form and send it to the EWT 

· Send CTF files and UPNs to new schools

· Follow the LA procedures for children who leave Holly Park and move on to other schools and for children missing in Education

· Adjust the School Admissions Management System to reflect a child has left

Attendance
· To input, maintain and manage attendance data as required according to school policies and regulations. 
· To manage the school online register system

· To print out evacuation reports daily

· To contact parents of any absent pupil, where no message is received, on the first morning of absence, informing the Headteacher of pupils who are persistently late and/or frequently absent.
· Send letters to parents regarding punctuality and attendance as directed by HT

· Provide the HT with weekly attendance and punctuality reports for each class

· Provide the HT with half termly attendance figures for different pupil groups

· Provide any attendance information for governors

· Work with the HT and the school EWO to send letters to parents giving consent or not for absence

· To meet with the EWO half termly

· To meet with the EWO and parents as necessary

· To send letters about fixed term penalty notices to parents

· Keep clear and concise records of penalty notices given in accordance with DFE guidelines

· To pass on information about fixed penalty notices to Barnet

· To prepare information and meet with the Attendance Team half termly 

· Provide attendance information for teachers for end of year reports

Working within the Office Team

· To answer the phone and to greet visitors to the school using the intercom connected to the school gate.

· To keep Office sink area clean and tidy of crockery and cutlery each day and manage office staff refreshments daily
· To keep the school catering cupboard tidy and well stocked for school events and Inset days
· To maintain school reprographic equipment, including liaising with suppliers and engineers.
· To ensure paper, toners and ink is ordered for the reprographic equipment as necessary and to keep the machines with a good stock available to be used at any one time.
· To use Integris/Arbor database and input information as required by the school.
· Set up school registers for the new academic year with the Office Manager
· Help and support the school environment and keep the foyer area clean and tidy

· To assist with nursery admissions as required
General Duties

· To act as school Receptionist, providing a welcoming first point of contact.

· To escort pupils to class when they are late.
· To liaise with key members of the school staff, including the Site Manager, office staff, teachers and support staff

· To show due consideration to the school’s Data Protection Policy, and to ensure that all sensitive information is secure.

· To work with and assist school governors and the PTA as necessary

· To maintain a ‘clear desk’ policy

· Receipt and checking of deliveries and matching delivery notes to ordering documentation in accordance with financial requirements if necessary.

· Support the school with special events such as concerts, plays, parent events as necessary
· To maintain a high level of confidentiality 

Other
· Any other duties commensurate with the scope and grading of the post, as required by the Headteacher.
This job description is not exhaustive and may change as the post or the needs of the school develop. Such changes will be subject to consultation between the post holder and their manager.

All staff are expected to promote equality in the work place.

