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JOB DESCRIPTION

Job Title:		Student Support Officer 

Salary Grade:	Grade 5 points 18-23

Hours/Weeks	37 hours per week
Hours by arrangement with Management to meet the needs of the Trust. 

Location:	The Westwood Academy and any school sites associated with the Trust

Line Manager:	Assistant Headteacher

Tenure:	Permanent

Core Purpose:

[bookmark: _GoBack]Reporting to an appropriate member of SLT, DSL (Deputy Safeguarding Lead), and in liaison with teaching staff, the post will contribute to overall good order within the school, including behaviour management, attendance management, safeguarding and promote the well-being and general progress and achievement of students through:
  
· providing first line support on pastoral issues within the pastoral team.
· to support students with personal, social, development and behavioural issues 
           to help them identify and realise their potential.
· provide daily support to the Attendance team.
· providing a strategic link within the pastoral team for school and outside   
           agencies and parents.
· Contribute to establishing and maintaining a culture of safeguarding children.
· Contribute to the school’s statutory duty to safeguard and promote the welfare of children.

Principle Responsibilities:

· To support the pastoral team, Head of Years, SLT and teaching staff with student issues.
· Support the attendance team on a daily basis to collate and input data and liaise with parents and carers regarding attendance as appropriate.
· To act as first point of contact at break and lunchtimes for students within the reception area, dealing with pupil and pastoral queries
· To respond to requests from SLT/pastoral team for pupil support during lessons


Responsibility for people (other than employees supervised/managed)
The post has considerable impact on the well-being of individuals or groups both directly and through its contribution to the development of policies which have a direct impact on students.

Responsibility for staff: 
The post has some responsibility through advising, guiding, directing and co-ordinating the actions of other staff.

Responsibility for budget: 
The post has no direct responsibility for financial resources

Responsibility for physical resources: 
The post has some responsibility for physical resources in terms of record keeping and the maintenance of data in line with GDPR and Data Protection Act.

Typical tasks, duties and responsibilities:

· Deal appropriately with pastoral needs of students as allocated by the pastoral team.
· Logging reports of incidents.
· Writing brief reports on issues dealt with for referral to Head of Years and pastoral team as required.
· Take statements from students as required for incidents and issues to be referred to the Head of Years/pastoral team.
· Deal appropriately with the pastoral needs of allocated students.
· Respond to parent telephone calls and request when Heads of Years/pastoral team are not available.
· Providing administration support to the pastoral team.
· Monitor and take appropriate action in relation to the behaviour and progress of these students, as directed by the pastoral team.
· Communicate and liaise with parents/carers and outside agencies, as appropriate and as directed.
· Monitor behaviour within the year group/cohort and implement directed strategies for improvement.
· Support SLT, teachers, Heads of Year and the pastoral team in the application of the school’s behaviour policy.
· Take appropriate action and provide support/advice/guidance to students whether referred or for whom there is a developing pattern of underachievement or poor behaviour.
· Manage the supervision of students excluded from or not working to the normal timetable.
· Challenge and motivate students, promote and reinforce self-esteem.
· Support pastoral staff in the implementation of effective safeguarding procedures.
· Set good example by own presentation, personal and professional conduct.
· Promote and safeguard the welfare of children and young persons within the school.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security of confidential information and retention in line with GDPR. 

[bookmark: _Hlk42519662]The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Trust’s Equal Opportunities Policy and Code of Conduct.

This job description is intended to provide a broad outline of the accountabilities and responsibilities only. The post holder will need to be flexible in developing the role in conjunction with the line manager. The post holder may be asked to carry out any other delegated duty or task that is in line with their post.

The Trust reserves the right to alter the content of this job description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

Child Protection and Safeguarding:
· Kenilworth Multi Academy Trust recognises the responsibility it has under Section 175 of the Education Act 2002, to have arrangements in place to safeguard and promote the welfare of children.
· As a member of staff, you have a professional duty to operate within this policy and practice to adhere to the Trust’s safeguarding arrangements.

Data Protection:
· To be aware of the Trust’s responsibilities under the Data Protection Act and General Data Protection Regulations for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with these as relevant to this role.

Confidentiality:
· You are expected to treat all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employee access to and use of the Trust’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as alleged bad practice or mismanagement.



Signed …………………………………………………..Date…..…..…………………….. 
(Post-holder)


Signed……………………………………………………Date……………..……………….
(Line Manager)




Person Specification – Student Support Officer, Grade 5 18-23
Kenilworth Multi Academy Trust is committed to the safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All posts are subject to an enhanced DBS check.
	
	Essential
	Desirable

	Qualifications
	Good standard of education minimum of GCSE in English and Maths A-C or 4-9


	Further relevant qualification to NVQ 4 (social services, youth and community, probation, police or counselling)

Working towards relevant further qualification of NVQ 4 in relevant discipline

Current First Aid qualification
(willingness to be First Aid trained)

Willingness to attend the further safeguarding training

	Experience
	Experience of working with young people to support them in overcoming barriers in their personal, social, behaviour and learning development

Experience of working in a team collaboratively to share ideas

Experience of working with outside agencies, police and early intervention services.

Experience of working across a range of audiences in a written and spoken form

Experience of managing own workload and working flexibly

Experience of using IT systems and packages to support safeguarding
	Experience of working in a school or relevant setting working with and supporting young people.



	Skills and attributes
	Excellent communication and listening skills to influence, persuade, motivate and engage with a range of young people with differing needs.

Excellent analytical skills to interpret information, carry out investigations and use data to provide solutions

Able to seek guidance and take direction from senior leaders and appropriate staff.

Strong IT skills 

Good level of numeracy and literacy skills

Ability to prioritise own workload with a minimum of supervision

Self-motivated, flexible and well organised to work under pressure and manage an unpredictable and variable workload

Able to handle data accurately and pay close attention to detail

Good organisational skills
	Ability to work with interruptions throughout the day

Willingness to undertake additional training as required

A willingness to understand barriers that may arise due to mental health concerns




	Knowledge

	First aid trained

Knowledge and understanding of barriers for learning and attending school for young people and ways to overcome situations

Knowledge of relevant safeguarding legislation and government initiatives relating to the school environment

Good knowledge of safeguarding and child protection 

	Willing to undertake a formal First Aid at Work qualification

Understanding of data protection and GDPR requirements



	Other
	Able to work additional hours as required should a situation arise
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