
 

Job Description 

POST TITLE: Pastoral lead, Deputy Safeguarding officer and Attendance 

GRADE: S01 

 

The following information is furnished to assist staff joining the School to understand and appreciate the 
work content of their post and the role they are to play in the organisation.  The following points should be 
noted: 

1. Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a 
document such as this does not permit every item to be specified in detail.  Broad headings, therefore, 
may have been used below, in which case all the usual associated routines are naturally included in the 
job profile. 
 

2. Employees should not refuse to undertake work, which is not specified on this form, but they should 
record any additional duties they are required to perform and these will be taken into account when the 
post is reviewed. 

 

3. Comply with the Equality Act 2010 and the school’s equality, diversity, and inclusion policies, promoting 
an inclusive learning environment where all pupils feel valued and supported, regardless of their 
background, needs or protected characteristics. 

 

 
4. This school is committed, where possible, to making any necessary reasonable adjustments to the job 

role and the working environment that would enable access to employment opportunities for disabled 
job applicants or continued employment for any employee who develops a disabling condition. 

 
Key Responsibilities  

Pastoral Lead 

• Lead the school’s pastoral care systems, promoting pupil wellbeing, inclusion, and engagement. 

• Identify and support pupils with emotional, behavioural, or social needs through targeted interventions. 

• Work with teaching staff to identify vulnerable pupils and implement appropriate support plans. 

• Coordinate pastoral programmes (e.g., nurture groups, mentoring, wellbeing support). 

• Maintain accurate records of interventions and evaluate their effectiveness. 

• Liaise with parents/carers to support pupil wellbeing and resolve concerns. 

• Work with external professionals (e.g., Cluster, CAMHS, social care, educational psychologists). 

• Promote a positive behaviour culture in line with school policy. 

• Deliver staff guidance and training on pastoral strategies and wellbeing. 

• Support crisis situations involving pupils and families. 

• Developing strong supportive relationships with all our families 

• Develop strong relationships with external agencies 

• Work closely with Cluster including attending network information, sharing meetings with agencies and 

other professionals. 

 

 



Safeguarding – DSO , Child Protection Officer 

•  Take responsibility for child protection and safeguarding across the school.  

•  Receive, record, and respond to all safeguarding concerns in line with statutory guidance in a timely manner.  

•  Decide on and initiate appropriate action, including referrals to children’s social care and other services.  

•  Maintain clear, accurate, secure, and confidential safeguarding records.  

•  Monitor pupils subject to safeguarding plans (Child Protection, CIN, Early Help).  

•  Attend and contribute to multi-agency meetings (CP conferences, core groups).  

•  Ensure all staff understand safeguarding procedures and reporting expectations.  

•  Deliver and coordinate safeguarding training for staff and volunteers.  

•  Ensure safeguarding policies are implemented, reviewed, and compliant.  

•  Advise staff on safeguarding concerns and risk management.  

•   Keep own training up to date with legalisation  

•  Act as a point of contact for external safeguarding agencies.  

•  Promote a culture where safeguarding is understood as everyone’s responsibility.  

•  Maintain up-to-date knowledge of legislation (e.g., Keeping Children Safe in Education). 

To be involved in Child Protection conferences  

 Attendance 

• Work alongside the school office to support whole-school attendance strategy to improve attendance 

and punctuality. 

• Monitor and analyse attendance data, identifying trends and vulnerable groups. 

• Oversee third-day response systems and ensure safeguarding checks are completed. 

• Identify and intervene early with pupils at risk of persistent absence. 

• Work proactively with staff and families to remove barriers to attendance (meetings, support plans, home 

visits where appropriate). 

• Liaise with the Local Authority, Attendance service, and other agencies. 

• Implement formal attendance procedures in line with statutory and local authority guidance. 

• Record accurate attendance concerns on the school system. 

• Support reintegration of pupils returning from long-term absence. 

• Promote good attendance through assemblies, communication, and school initiatives. 

• Train and guide staff on attendance expectations and procedures. 

Lunchtime Support 

• Oversee pupil behaviour and wellbeing during lunchtime. 

• Promote safe, inclusive, and positive play experiences. 

• Support pupils with social or emotional needs during unstructured time. 

• Manage and resolve low-level conflicts between pupils. 

• Identify vulnerable pupils requiring additional support or supervision. 

• Coordinate or support structured play opportunities where needed. 

• Liaise with and guide midday supervisors to ensure consistency. 

• Ensure safeguarding and health & safety standards are maintained. 



Person Specification 

Essential Skills 

Professional Knowledge 

• Strong understanding of safeguarding and child protection procedures. 

• Knowledge of attendance legislation and best practice. 

• Understanding of child development, behaviour, and emotional wellbeing. 

• Experience working with vulnerable pupils and those with SEMH needs. 

Communication 

• Excellent verbal and written communication skills. 

• Ability to build trusting relationships with pupils, families, and staff. 

• Skilled in managing sensitive and challenging conversations professionally. 

• High level of confidentiality and discretion. 

• Communicate with external agencies and other professionals. 

Organisational Skills 

• Ability to manage multiple priorities and cases effectively. 

• Strong record-keeping and attention to detail. 

• Ability to analyse data (particularly attendance) and respond strategically. 

Leadership and Initiative 

• Ability to lead and develop pastoral and attendance strategies. 

• Confident decision-making, particularly in safeguarding matters. 

• Ability to support and guide colleagues. 

Personal Attributes 

• Empathetic, patient, and resilient. 

• Calm under pressure and solution-focused. 

• Strong commitment to inclusion, equality, and pupil wellbeing. 

• Professional integrity and reliability. 

Additional – E =essential D = desirable  

• DSL training or willingness to undertake it. E 

• Experience in a pastoral, safeguarding, or attendance leadership role. D 

• Experience working with external agencies. D 

• Knowledge of school MIS systems (e.g., Arbor). D 

• Team leadership or line management experience. D 

• Willingness to work hours when needed which may at times be outside of regular school day. D 

• Ability to manage own workload. E 

• An awareness of Leeds Practice model and an understanding of trauma informed practice. D 


