[image: cid:3da43957-54ab-42ad-86cb-79389a06f2b1]Executive Headteacher: Mrs G.Muxworthy
Vallis First School, Milk Street, Frome, BA11 3BD
Tel: 01373 462657
office@vallisfirstschool.org.uk
www.vallisfirstschool.org

Vallis First School Pastoral administrator

[bookmark: _GoBack]Main Duties of the Post:
With the direction and support of the Executive Headteacher and senior leadership team you will:
Family & Pastoral Support
· Build strong, trusting relationships with families
· Have sensitive and sometimes difficult conversations with parents/carers and external professionals
· Support families facing challenges by working with appropriate agencies
· Coordinate support for children eligible for Free School Meals and Pupil Premium, ensuring accurate administration and records
Safeguarding (DDSL)
· Act as Deputy Designated Safeguarding Lead, supporting safeguarding procedures and responsibilities including attending and contributing to safeguarding and multi-agency meetings
· Use CPOMS to accurately record, monitor and follow up concerns
· Liaise with social services, family support services and external agencies and work alongside PFSAs and other pastoral staff to support vulnerable families
· Complete and support Early Help Assessments (EHA) and referrals
· Undertake home visits where appropriate for children at risk
· Ensure all safeguarding records are accurate, timely and acted upon
· Support staff in recording and understanding safeguarding procedures
Attendance
· Lead on attendance and punctuality tracking, monitoring and reporting, identifying and taking appropriate action on attendance concerns promptly, including attending meetings with external agencies
· Liaise with families, social workers and other professionals to improve attendance
· Generate reports, letters, penalty notices and documentation as required
· Support families with empathy while maintaining high expectations
Medical & First Aid
· Take a lead role in first aid provision for pupils and staff
· Devise, maintain and regularly review Medical Care Plans, liaising with parents/carers regarding medical needs
· Monitor first aid records and identify trends or concerns
· Ensure compliance with medical and health procedures

Front Office & Administration
· Act as a first point of contact for visitors, families and external agencies
· Manage enquiries, communications and daily office systems efficiently
· Maintain accurate pupil records
· Ensure all statutory and administrative processes are completed to a high standard
· Provide a warm, calm and professional presence in a busy school environment
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