Hamilton Academy

JOB DESCRIPTION

 PASCO (House Support Officer)

Grade 6  
£21,759 to £24,668 per annum

40 hours per week for 39 weeks per year 
plus 3 training days (18 hours)

8.00 AM to 5.00 PM
including a 30 minute lunch break, and two 15 minute breaks

The following Job Description is a summary of the main duties for a PASCO (HSO) within the House Support Team at Hamilton. 

It is not intended to be a complete list of duties and additional tasks may form part of the role. The JD is subject to change with negotiation.

Responsible to:

AP REACH & Student Progress

The core purpose of the HSO at Hamilton is to ensure students meet core expectations of the Academy and are attending, learning and making good progress.

The role provides welfare, behaviour and attendance support to a House to ensure that high standards of achievement, behaviour and attendance can be achieved.  In particular, our HSO will be based in REACH and will be central to our work in reducing exclusions, internal exclusions and persistent absence and in ensuring that students at risk of exclusion remain engaged with education.  

More specifically:

1. To enforce expectations with regard to uniform, attendance, punctuality and respectful behaviour.

2. To ensure smooth running of house assemblies, leading and preparing achievement assemblies.

3. To be proactive in supporting the academy behaviour system by being a strong presence in corridors at lesson changeovers, break times, end of lunchtimes, end of the day.

4. Be on duty and available to work from 8am – 5pm each day

5. Attend meetings led by SLT Student Welfare, Behaviour and attendance to ensure effective allocation of caseloads of students from your House;

6. In liaison with your Co-HSO (Team of two per House), provide Internal exclusion (for a time period to be decided) for your House;

7. In liaison with you Co-HSO, provide nightly Reflection for students reaching Stage 4 and Stage 5;

8. Provide mentoring support, including an individualised Intervention Plan, for students who return from exclusion in order to ensure they do not become ‘repeat offenders’.  Monitor and evaluate the impact of these, feeding back to SLT and others;

9. Provide mentoring support, including individualised Intervention Plans, for a caseload of students who are at risk of exclusion in order to ensure that they do not become excluded.  Monitor and evaluate the impact of these, feeding back to SLT and others;

10. To assist senior Designated Safeguarding Lead in child protection and safeguarding issues within assigned College group and undertake appropriate training. 

11. Ensure that all planned mentoring sessions for both behaviour and attendance caseloads have clear and appropriate documentation which shows the evidence of impact using data and which provides clear exit plans for staff in the main school;

12. Liaise with and be an active part of action planning with EWO services, school nurse, counsellor and other services;

13. To proactively liaise with teachers, TAs and others in connection with GCSE and other examination subjects to ensure that all students in IE have access to appropriate learning;

14. To liaise with HoH and individual tutors on issues of a pastoral nature connected to students on your caseloads/who have been in ICE, with active involvement in tutor meetings;

15. To arrange Parental Support meetings, Family Liaison, home visits in order to actively engage parents, particularly those that are hard to reach for students from within your House;

16. To actively use SIMs to update attendance codes and ensure incidents and actions are logged;

17. In liaison with your Co-HSO, investigate all incidents of behaviour reported by SLT, HoH or ICE staff.  Complete investigations, deciding on appropriate outcomes and sanctions, passing these to SLT Team responsible for Student Welfare, Behaviour and Attendance for approval;

18. To contact home in relation to inform parents of any sanctions that may need to be taken daily for students from across the House.  

19. Enforce expectations in connection with uniform, behaviour and attendance with all students.  Be a role model for the highest standards of professionalism;

20. Keep up to date with safeguarding training and provide CP support for students within the House;

Standards:

•
To set a good example in terms of dress, punctuality and attendance.

•
To be professional when dealing with visitors, staff, students, outside agencies.

•
To attend team and staff meetings as required.

•
To be proactive in matters relating to health and safety. 

•
To implement and promote the Academy’s policies and procedures relating to all areas of employment and service delivery.

•
To play a full part in the life of Hamilton Academy and support its distinctive aims and ethos and to encourage students to follow this example.

•
To participate in induction training, staff reviews process and professional development opportunities.

•
To comply with any reasonable request from line manager to undertake work of a similar level that is not specified in this job description.

•
To undertake professional duties that may be reasonably assigned by the Principal   

•
It is an Employee’s responsibility to take reasonable care of themselves and others and anybody affected by their undertaking including any act(s) or omissions.

Person Specification
	ATTRIBUTES
	REQUIREMENT

	
	
	E/D

	A. Training and Education
	· Evidence of sound level of general education, including GCSE English and Maths (A*-C) or equivalent (Level 2 Basic Skills Literacy/Numeracy).
· ICT skills sufficient to perform the role with regard to use of SIMs, software packages related to presentation of information to staff and students.

· Team Teach trained or willingness to attend training.
· A level qualification in relevant subjects or equivalent ability/ experience.
· A relevant higher education qualification.

· Relevant professional qualification or other accreditation.
· Safeguarding and child protection trained
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	B. Experience

And Skills


	· Ability to deal sensitivity with vulnerable students and their families.
· Sound understanding of confidentiality issues.

· Experience of working effectively with children and young people in a learning environment.

· Awareness of child protection issues.

· Reliable with regard to all aspects of working practice.

· Ability to remain patient and calm in challenging situations.

· Ability to work effectively within a team environment, understanding roles and responsibilities.

· Ability to build effective working relationships with all learners and colleagues and to perform and maintain appropriate professional relationships and boundaries with colleagues and students.

· Ability to promote a positive ethos and role model positive attributes.

· Willingness to participate in relevant training and development opportunities.

· Professionally discreet and able to respect confidentiality.

· Firm, sensitive and effective approach towards student discipline.

· Confident and able to use own initiative.

· Willing and able to keep up-to-date with legislation/guidelines/new/best techniques/as they change or study for/obtain/train for further skills and qualifications needed for the role.

· Experience of working to support young people’s learning.

· Positive problem solving attitude.
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	C. Other Conditions Including any hazardous or environmentally adverse conditions
	· Fit to fulfil all aspects of the job description.
· Set a good example in terms of dress, punctuality and attendance.
· Must satisfy relevant pre-employment checks.
· This post will involve contact with vulnerable groups (children, young people and/or adults) and is therefore exempt from the Rehabilitation of Offenders Act 1974 and subject to an Enhanced Criminal Records Bureau (CRB) Disclosure check.  This exemption means that applicants for this post are required to declare all criminal convictions, cautions, reprimands and bind-overs both spent and unspent in their application, regardless of the passage of time.
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	D. Equal Opportunities


	· Must be able to recognise discrimination in its many forms and be willing to put the Council’s Equality policies into practice
· Willing and able to deal with people professionally at all levels and from a variety of backgrounds.
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