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Dear Prospective Applicant,  

Thank you for your interest in the post of Pastoral Assistant. This is a really important 
appointment for us to make and an exciting opportunity for the successful applicant, as we 
move into the next phase of our school development. 

One year on since the last Ofsted inspection, the drive to be a brilliant school continues. Several areas of the school 
were recognised as ‘Good’ whereas in other areas significant improvement was acknowledged.  There is still some 
way to go to ensure that the school is consistently good and better in all areas and we remain ambitious and 
confident about the journey to secure this.  One of the major priorities is securing excellent teaching and learning 
in all subjects and key stages.  

You will be joining us at a really exciting time as the number of pupils on roll is growing; you will be able to make a 
massive difference. In return for your dedication, commitment and expertise you will benefit from working in a 
very positive, friendly and welcoming school with a great church school ethos and a real team approach. Our pupils 
are extremely welcoming and friendly and thrive on opportunities and good teaching. We are a truly 
comprehensive school with below average attainment on entry across all year groups but excellent destination 
data for school leavers including many successful applications, year on year, to Russell Group universities and 
Oxbridge and a growing number of pupils who take up apprenticeships at all levels. We are fully staffed and have 
strong and improving leadership in all areas. 

At The King’s CE School, staff wellbeing is given a high priority and we regularly review our practices and 
approaches to make sure that it is fully considered. We work in a close partnership with the Diocese and Local 
Authority and have benefitted from our growing relationships with them. We also believe in developing our team 
of staff and have an outward facing approach to professional development and partnerships. We believe that 
through having the right tools, the right training, hard work and commitment, everyone associated with the school 
can ‘do a better job tomorrow than today’ and gain a sense of professional satisfaction in delivering the best 
possible education for our pupils. 

Due to the current situation, visits to the school are unavailable at this time. We would love you to come, however 
during these unprecedented times it will be difficult, if you would like to talk through the position please arrange a 
phone call through the Senior Vice Principal, Miss Langley prior to applying at the following address: 
j.langley@kingswolverhampton.co.uk. This is entirely optional. 

I look forward to hearing from you if you are considering applying, and I sincerely look forward to working with the 
successful applicant as we continue our school’s pathway of improvement. Applications should be received no later 
than 9.00 am on Friday 15th May 2020.  

Yours faithfully, 

James Ludlow 

Principal 
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Job Description  

Job Title: Pastoral Assistant 

Responsible to: Senior Head of Year 

Salary:   Main Scale (Grade 4) 

Hours:   35 hours/week, hours will be 8:45am-4:15pm 

The Professional duties of teachers (other than the Principal) are set out in the School Teachers Pay and Conditions 
Document and describe the duties required of all teachers.  In addition, the specific requirements of the post of 
Pastoral Assistant, along with the particular duties expected of the post holder have been set out below: 

Job Purpose:  

To work under the supervision and guidance of the Senior Head of Year to: 

• Provide administrative and practical assistance for the Heads of Year 
• promote student well-being, good attendance and punctuality in order to improve learning, in conjunction 

with form tutors, subject teachers, Heads of Faculty, SENCO and Careers co-ordinator as appropriate 
 

Duties and Responsibilities: 
 

• Establish and maintain good relationships with all pupils, parents/carers, colleagues and other 
professionals 

• Conduct investigations into pupil disciplinary issues and/or allegations about other pupils; 
• Arrange meetings with parents and outside agencies and attend as appropriate; 
• Respond to individual pupils’ needs by implementing a range of strategies including referral for counselling; 
• Ensure individual pupil’s medical needs are catered for and incorporated into their school day, in liaison with 

relevant staff 
• Ensure that welfare and Child Protection matters are passed to the Named Person in accordance with 

statutory guidance and school policy; 
• Complete referral forms in liaison with parents/carers 
• Allocate and supervise detentions for uniform and lateness, monitoring students’ attendance at these 

detentions and setting further sanctions as necessary; 
• Contribute to PSPs and to the disciplinary hearings of pupils who are permanently excluded; 
• Collate and provide work for excluded pupils, where necessary; 
• Analyse pupil attendance/punctuality data as recorded on SIMS;  
• Follow up pupil absences and lateness by telephone or other means, on a daily basis with guidance from 

relevant colleagues, making appropriate referrals. 
• Follow through on individual and/or group sanctions in liaison with relevant colleagues and other 

professionals  
• Liaise with outside agencies as necessary  
• Ensure medical care plans are appropriate and current, in liaison with external advisors and are 

implemented in liaison with school staff, updating all staff on a regular basis 
• In cooperation with the primary transition coordinator, collate relevant pastoral, welfare and medical data 

available on new intake and act accordingly 
• Investigate and research any newly advised medical condition ensuring appropriate persons are informed 

of any need to adopt new practice 
• Inform staff of pupils’ medical ailments, updating as necessary and issuing reminders to staff  
• Contact parents or relatives when pupils are too ill to stay in school and arrange escort home for sick pupils 

as necessary. 
• Accompany ill pupils in an ambulance, as necessary 
• Ensure first aid supplies (kits) are sited appropriately around the school and check their contents regularly 

and ensure first aid equipment/medication is current and restocked as required 
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• Liaise with SENCO and LSAs as appropriate; 
• Provide administrative support for, and promote the use of, the Rewards System; 
• Maintain records relating to pupils’ behaviour/sanctions/rewards and appropriate detailed medical data on 

SIMS 
• Maintain and update displays and information on Pastoral and Year Group notice boards, celebrating 

individual and group successes; 
• Contribute to the Pastoral team, developing the pastoral support system and attending meetings as required; 
• Attend and contribute to Information assemblies;   
• Attend and contribute to parents’ evenings 
• Undertake lunchtime duties on a rota system; 
• Assist in the provision and supervision of the Internal Exclusion support room, covering absence of the 

Internal Exclusion Co-ordinator as required. 
• Undertake examination invigilation as required 
• To be Fully Qualified First Aider and administer first aid, medication and support as necessary ensuring 

compliance with nationally approved healthcare procedures 
• Keep up to date with relevant information relating to pastoral and medical care 
• Undertake relevant training and development activities commensurate to the post  
• Undertake professional development activities to enhance personal development and job performance, 

through the provision of training or mentoring 
• Comply with all school policies and procedures particularly safeguarding, child protection, confidentiality and 

security 
 
General: 

• To participate in the performance and development review process, taking personal responsibility for 
identification of learning, development and training opportunities in discussion with line manager. 

• To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace 
• Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy 
• The Governing Body is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share in this commitment 
• The duties above are neither exclusive nor exhaustive and the post holder may be required by the Principal to 

carry out appropriate duties within the context of the job, skills and grade 
 

To undertake all duties reasonably requested in a manner consistent with the vision and mission of The King’s as a 
Church School. This general Job Description is not comprehensive and the post holder will be required to undertake 
such other tasks appropriate to the level of appointment as the Principal may reasonably require. 
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Person Specification 

Pastoral Assistant 

April 2020 

The following person specification indicates those areas of skills and personal characteristics, 
qualifications training and experience that are either desirable or essential in the candidates 
being interviewed 
 

 Essential Desirable How this will 
be assessed 

 
Qualifications and Experience 
Degree in related area √  • Application 

Form 
• Interview 
 

First Aid √  
Evidence of further study beyond degree  √ 
Ability and willingness to participate in further training √  
 
Skills and abilities 
Ability to develop positive relationships with pupils, gaining their 
respect and ability to command their authority 

√  • Application 
Form 

• Letter 
• Interview 
• Interview 

Tasks 
 

Ability to promote and support the inclusion of all pupils in the 
learning activities in which they are involved  

√  

Demonstrate high expectations and set high aspirations for all √  
Ability to work in a firm, fair and consistent manner at all times √  
Ability to use a range of strategies to establish a purposeful learning 
environment and to promote good behaviour  

  

Demonstrate excellent communication skills (verbally and written) √  
Excellent behaviour for learning skills √  
Ability to manage time effectively √  
 
Professional Development 
Knowledge of strategies to promote positive behaviour √  • Application 

Form 
• Letter 
• Interview 

Knowledge of strategies and programmes for successfully supporting 
pupils with SEMH needs 

 √ 

 
Personal Qualities 
Displays sensitivity to pupils’ needs √  • Interview 

• References 
 

Ability to provide necessary personal care to children √  
Ability to maintain confidentiality   
Desire and belief to be better tomorrow than today √  
Committed to the school’s church vision and values and willingness to 
lead and embed the vision within faculty 

√  

Practising Christian  √ 
 

The King’s CE School is committed to safeguarding the welfare of all children and young people and expects all its 
staff to share this commitment. 

 


