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The Hollyfield School

Job Description
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Post:		                      Student Support Officer

Grade/Scale:	                      Scale points 17 to 22
		
Hours:		                      Mondays to Fridays (36 hours per week)
                                                      Term Time only (39 weeks)     
                                                      (Plus an additional two weeks’ pay to cover a further 72 hours which are to be worked during term  
                                                      time over the school year)    
                                                     
Line Manager:    	                      Lead Student Support Officer


Important Functional Relationships:   
Staff, students, parents.

Key Tasks
· This post involves working with the Heads of Year, SENCo, Student Support Centre Manager and Senior Leadership Team to support all students in achieving their full potential. To provide intervention strategies for student wellbeing and positive behaviour management. The role also requires a strong and positive role model to students and the ability to develop a positive ethos within the existing pastoral system.

Main Responsibilities
•   To coordinate the effective use of support agencies and to be the link person for designated students with LA officers e.g.    
     Behaviour Support, Inclusion Team and Educational Psychologist and to attend inter-agency meetings and other borough 
     liaison meetings to support the education of individual students.

· To coordinate and be proactive in providing and delivering Life Skills/Student Support Programmes for vulnerable and challenging students and to continually monitor and evaluate these. This will include both group work and individual work. 

· To coordinate and lead parental training programmes where appropriate

· To be proactive in setting up Pastoral & Behaviour Support Plans and liaising with parents and the Inclusion Team to support the education of individual students.

· To liaise with the Student Support Centre regarding student progress and their reintegration back into lessons.

· To implement Restorative Approaches

· To maintain student records and provide information on designated students to Heads of Years, Leadership Team, Governors and other related students services and keep accurate and up to date records of behaviour management intervention and its impact 

· To assist in the management of the effective integration of students admitted by the Heads of Year to the school mid year in liaison with the Student Support Centre Manager

· To take responsibility for investigating and dealing with incidents of misbehaviour according to school policy and recommending further action including liaising with key staff and informing parent/carers.

· To liaise with parents and carers regarding student behaviour and attendance issues and to work with the Heads of Year & admin staff to arrange for work to be provided in instances of external exclusions or long term absence; including liaising with link schools



· To monitor and manage safeguarding referrals through CPOMS ensuring interventions are timely and responsive, in line with child protection legislation and statutory guidance, Keeping Children Safe in Education (KCSIE)

· To liaise with the Local Authority regarding referral outcomes such as Multi-Agency Referral Forms.

· To ensure child protection records relating to student safeguarding information are accurately recorded and stored in line with statutory guidance.

· To lead online-safety including the monitoring and response to school filtering systems.

· To keep up to date records of staff safeguarding training and assessments.

· To assist when required, in the involvement of new starters including transition of Year 7 and sixth form students and liaising with previous schools to ensure all relevant information is received and actions where necessary completed.

· To assist the designated safeguarding lead in producing data related to safeguarding for a range of stakeholders including Ofsted and governors.

· To become a Mental Health First Aider

· To be trained to Level 3 Safeguarding

· To deal with Safeguarding issues

· To attend professional meetings for Safeguarding  - core groups, CIN, etc and keeping and maintaining records

· To refer to and liaising with outside agencies - SPA, CAMHS, EWO, Anstee Bridge

· To assist admin staff in informing staff of students on report and monitoring their progress.

· To support the Heads of Year with specific year activities as required. This may include academic tutoring days, information evenings, review and award assemblies etc.

· To attend and support Heads of Year at year meetings with form tutors according to the meeting schedule and to deputise for the Head of Year in their short term absence.

· Contribute to supervision arrangements during lunch and break times. 

· To be first aid trained. 


	Other Specific Duties:


	To continue personal development as agreed.

To engage actively in the performance review process.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description 

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

Supporting and attending whole school events including the October Open Evening.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.


	

	
This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.






This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An Enhanced DBS check will be required before any appointment is confirmed.
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