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Pastoral Care Officer (VI Form) 

Job Description
Grade:


E

Responsible to: 

Head of VI Form and Vice Principal KS5
To support in meeting the pastoral, attendance, behavioural, welfare and safeguarding needs of students in The VI Form Academy .
Main duties and responsibilities
1. 
To monitor students in the VI Form, including: behaviour; attendance; safeguarding; emotional needs; and welfare needs.

2. 
To monitor and notify parents / carers where there are attendance concerns.
3. 
To maintain a positive ethos within the VI Form.

4. 
To monitor ME referrals for the VI Form and implement intervention strategies where required.

5. 
To monitor attendance for the VI Form and individual students and implement intervention strategies in liaison with the Head of VI Form. 

6. 
To ensure that school records are fully maintained for each VI Former and disseminate information and guidance as appropriate.

7. 
To liaise with outside agencies as appropriate and contribute to supporting processes
8. 
To develop and maintain effective links with parents and carers to support the safety, welfare and success of each student.
9.   
To update registers based on reported absences.
10. 
To support the Designated Safeguarding Leads in meeting the safeguarding needs of students.

11. 
To support the supervision of Silent Study and Supervised Study.

12. 
To issue advice, support and direction to wider staff regarding pastoral matters.

13. 
To participate in duties, including break and lunch of the VI Form specific areas.
14.
To attend events outside the normal working day of 8am – 3.30pm, with the agreement of SLT, up to an additional 15 hours; to include, Parents Evening, Induction Days /Presentation Evening, staff meetings and school based INSET.

15. 
To undertake any other duties as reasonably directed by the Head of VI Form  or SLT.
Pastoral Care Officer Person Specification
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience


	Good standard of practical knowledge, skills and experience of working with children/young people in a supportive role.
	Experience of working with Post 16 within a school environment or similar.

Good understanding of school policies and procedures relating to health and safety, behaviour, attendance, equal opportunities and safeguarding.
	Application form

Interview

	Education & Training

	5 GCSEs’ (A*-C) (or equivalent) including Maths and English.
	CPD relevant to the job description. 
	Application form

Interview

	Additional Knowledge & Skills

	Excellent decision making skills.

Excellent  communication skills – verbal and written.

Good ICT skills

Able to prioritise between different demands.

Able to work under pressure and to meet deadlines.

Self-motivated, enthusiastic and able to work in a team.

An interest in children & education.

Patient & friendly approach.

Ability to rise to new challenges.

To have energy, perseverance, self-confidence, enthusiasm, intellectual ability, reliability, integrity and a good sense of humour.
Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people.
	Knowledge of a range of issues relevant to education and child development.

Experience of working with external agencies.

Extra-curricular talent or skill that candidate could bring to enhance the learning environment.


	Application form

Interview


