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	Children and Adult Services




JOB DESCRIPTION

	Post details: 


Job Title:


Pupil Support Officer
Grade:
 

Scale 6 (Point 16-20)   

Term Time Only – 32.5 hours per week
Department: 

Woodbridge Park Education Service

Division/Section: 
Children and Adult Services

Line Manager: 
Head of Primary Provision
Main Purpose of the Job

· To support the inclusion within mainstream schools of primary aged pupils who are at risk of exclusion, may have been excluded for a fixed term, or in rare circumstances have been permanently excluded. This will be achieved by offering a range of packages to ensure appropriate provision for identified pupils either within the Primary Centre, or as part of the Outreach programme. 
· To support primary aged pupils as part of a reintegration programme back into their mainstream school

· To contribute towards a positive learning culture that promotes success and personal well-being for all pupils and staff.
Main Responsibilities and Tasks

1. Contribute to the Assessment of identified pupil’s learning and behaviour and deliver appropriate individual programmes in conjunction with the class teacher or Teacher in Charge

2. Help children develop the skills to function more effectively in their mainstream schools.

3. Liaise closely with staff in schools to enable improved curriculum access and inclusion for vulnerable pupils while providing support and management strategies.

4. Working with child and family to facilitate successful re-integration into school by promoting effective partnership working between home and school

5. To manage a caseload of individual children.

6. To work at the Primary Centre when required.

7. To work collaboratively with a range of professionals, e.g.  Educational Psychologists, Child and Adolescent Mental Health Service, Children’s Services and other agencies.

8. To respond promptly to children at risk, supporting families and liasing with appropriate external agencies and to establish good relationships with parents and carers as appropriate.
9. To attend multi agency meetings and case conferences as required.

10. To maintain accurate records and case-notes and provide reports to schools and external agencies as required.

11. To assist with the general pastoral care of the pupils, including helping pupils who are sick, distressed or injured.
12. You will need to be capable of using Team Teach restraint techniques as part of your day to day role within your duties and be prepared to be regularly trained in these techniques
13. To be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. To contribute to the review of school policies as appropriate.

14. To assist with the supervision of pupils out of lesson time, as necessary for their safety.

15. To accompany teaching staff and pupils on visits, trips and out of school activities as required.

16. To attend relevant meetings and participate in training opportunities and performance development as required.
17. To maintain a purposeful, respectful working relationship with other staff & students and to work in a confidential manner at all times.
Council Standards

Equal Opportunities 
The Council has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety
The Council is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work.

Confidentiality
The Council is committed to maintaining privacy of all its staff and customers. It expects all staff to handle all individuals’ personal information in a sensitive and professional manner. All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have.

Safeguarding

The Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

Signatures – Postholder and Line Manager
Signed……………………………………………                  Dated:………………………

Post holder

Signed……………………………………………                   Dated:…………………………

Line Manager

The duties of this post will change and develop over time. It is the postholder’s responsibility, in conjunction with their manager, to regularly review this document and amend it when necessary.

Although the Job Description links the post holder to be based at a particular centre, the headteacher can, with prior notification and consultation, re-locate the postholder to a different centre, to fit the needs of the service at any particular time.
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