AUCTORE DEO 

    THE CAMPION SCHOOL


TITLE OF POST:
PASTORAL SUPPORT OFFICER
GRADE:
APTC Scale 5   
PURPOSE OF POST:
To support student learning and educational progress as directed by the Head of Upper and Lower school and their Assistants.


To provide administrative and pastoral support for the Pastoral


team 


DATE OF APPOINTMENT:
To be confirmed

LINE MANAGER:
Pastoral Head of Main School

HOURS:
36 hours per week over five days

39 Weeks Per Year 
The Campion School has the following Aims:

(1) to lead young people to faith in Christ and to mature understanding of the Catholic Faith;

(2) to develop in its pupils inquiring minds through the study of a broad range of subjects and through the encouragement of self-discipline and hard work in the pursuit of excellence;
(3) to encourage young people to fully develop themselves intellectually, socially, emotionally, physically and spiritually through academic study and through participation in extra-curricular activities.
JOB DESCRIPTION
A non-teaching role that supports and works closely with the Pastoral Heads of Years 7 to 11 and the Pastoral Head of school in all pastoral matters

1. To respond effectively in the first instance to parental queries about student learning, passing on those that require Head of Year/Head of Department involvement.

2. To assist Pastoral Staff/Senior Management Team in investigating instances of student misbehaviour.

3. To be responsible for contacting parents/outside agencies as directed for particular year groups.
4. To provide a range of administration support including:

a. Sending emails by SIMs In Touch relating to Attendance (First Day Calling) Coursework, Homework, Detention and ad hoc pastoral matters

b. Logging Student Support/Behaviour/Achievement Data

c. Monitoring, recording and analysing Senior Staff Detentions
5. To promote adherence to school rules e.g. School uniform, haircuts, homework and coursework by communication with staff, students and parents and carers.

6. To undertake other responsibilities within the Year Groups as directed by the Pastoral Head of School and as appropriate to the post, including:

a. Preparing reports for Pastoral Heads of Years in preparation for meeting with parents

b. Logging Racist Incidents and preparing a termly report to the Pastoral Head of School

c. Daily monitoring of ‘First Day Attendance’ for a number of pupils as directed by each Head of Year

d. To arrange meetings, advise relevant personnel and students and take minutes at meetings of the School Council.

e. Liaise with outside agencies where necessary e.g. Police, Social Services, Foster Carers, Welfare, Bus companies, Early Help etc.

f. Strict record keeping of ongoing incidents, specific pupil information and parent/HoY meetings  

g. Strict collection, logging and posting home of work for excluded pupils, including distributing completed work to relevant staff for marking

h. Filing of all logged referrals, statements written by pupils and records of meetings with parents

7. Mentoring

Peer Mentoring (Year 12 & 13 mentoring pupils in Years 7-11):

To provide all documentation and resources for the programme.  Recruit, interview and assist with the training of applicants, organise meetings, suggest boys to be mentored, allocation of mentors, provide support for the mentors, provide administrative support to the Leadership staff and ensure good communication between mentors, mentees, staff and parents where applicable.  Generally oversee and continuously evaluate the scheme.

Pupil Mentoring:

To support pupils on a regular basis where there is a particular need.  Prior to GCSEs, assisting Year 11 pupils to get organised with their revision, including helping them to design specific revision timetables.

8. Hub Club

To oversee the running of a twice weekly Lunchtime Club for lower school students.    Supported by the Sixth Form Peer Mentors who run the Club on a rota basis, younger pupils have the opportunity to play board games, do homework (with help if needed) or just meet for a chat. It is particularly aimed at pupils struggling to settle in or make friends.

9. Other ad hoc assignments including:

· Initiate courses to support pupils, such as ZAP Assertiveness Course, St. John Bosco, Life Course (Fire Brigade). Refer relevant students, liaise with parents to obtain consent, meet with pupils involved to support and encourage

· Notice boards - Organise relevant displays for Pastoral notice boards. Review content regularly 

· Supervision of internally excluded boys including obtaining relevant work for them to complete

· Communicate and document feedback between agencies/SLT/parents

· Child protection issues, including regular communication and liaison with CP officer

· Attend and Assist at Open Evening for New Parents

· Administer the Jack Petchey Awards in conjunction with the Pastoral Head of School

· Assist in the co-ordination of school initiatives such as Mental Health Ambassadors and Anti-Bullying Schemes.

· To help promote themed weeks throughout the year (TCT, Mental Health week etc.)

· TFL – Stars. Update the website with evidence and liaise with LBH Transport Planner

November 2020

