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Our Ref: NM/DF/LHH/KW 
January 2022 
 

Dear Colleague 
 
Thank you for your interest in the post of Pastoral Support Coordinator at our fabulous, vibrant 
oversubscribed Worcester City school that opened its sixth form in September 2015. 
 

This permanent position, to commence as soon as possible is fulltime, 37 hours per week, to be worked 
over 5 days Monday to Friday (8.00am to 4.00pm Monday to Thursday, 8.00am to 3.30pm Friday, including 
a 30 minute lunchbreak each day), term time only plus five teacher training days (TEDs).  The salary is paid 
at scale 4, points 7-11, £17,184 - £18,601 pa (£20,092 - £21,748 full time, whole year equivalent). 
 

Christopher Whitehead Language College is an 11-18 school ‘in pursuit of excellence' in all areas of its 
community's life.  Near to the cricket ground, on the west bank of the River Severn in Worcester, it is a 
larger than average, inclusive and community-focused comprehensive school with 1,450 students.  In the 
last five years, the school has enjoyed a huge rise in popularity amongst the local community.  In our latest 
2018 Ofsted inspection, personal development, behaviour and welfare was judged as ‘Outstanding’.  The 
school was re-awarded the prestigious Inclusion Quality Mark Centre of Excellence in June 2019. 
 

You would be joining a strong, committed team to encourage high levels of student behaviour, which at 
CWLC we believe is essential.  You will make an impact with our most vulnerable students and their 
families.  This demanding role will require skills in mentoring and mediation and a determination to redirect 
students.  An enthusiastic, optimistic and positive approach with disengaged and occasionally disaffected 
students is vital.  The expectation is that this is a high profile role with high visibility before school, at break, 
lunch and after school times, making an impact with disengaged students. 
 

In the additional pages, I have included: 

• job description 

• person specification 
 

Please also read our privacy notice for job applicants (separate document). 
 

I would obviously encourage you to read our Ofsted report in detail and visit our informative website at 
www.christopherwhitehead.co.uk to develop an understanding of our ethos.   
 

If you wish to apply, complete the application form and include details of any previous experience and 
stating how you could make a difference in the role.  Please would you ensure you provide email addresses 
for your referees and alert them to this fact.   
 

Please email your completed forms to recruitment@cwlc.email .  Please do not enclose a CV.   
 

The deadline for receipt of applications is 10.00am on Wednesday 2nd February 2022.  Interviews will be 
held on Friday 11th February 2022.   
 

As I will only be contacting short-listed candidates, I would like to thank you for your time and effort, and if 
unsuccessful, wish you well in your future career. 
 

I look forward to hearing from you. 
 

Yours sincerely 
 
 
Neil S Morris 
Headteacher  

http://www.christopherwhitehead.co.uk/
mailto:recruitment@cwlc.email
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Job Description 
 
 

Post Title: Pastoral Support Coordinator 

 

Terms & Tenure: 
37 hours per week, Monday to Thursday 8.00am-4.00pm, Friday 
8.00am-3.30pm (12.30pm-1.00pm lunch break), Term Time Only + 5 
TEDs, Scale 4 (points 7-11)  

 
Line Manager: Deputy Headteacher (Pastoral) 

  
Staff Supervised: None 

 

 

Purpose of the Role 
 

To make an impact with our most vulnerable students and their families.  To improve students’ 
behaviour and help them to deploy skills to cope with 21st century life.  This demanding role will require 
skills in mediation and a determination to redirect/reset students who are making poor choices.  This 
role requires an enthusiastic, optimistic and positive approach with disengaged and occasionally 
disaffected students.  The expectation is that this is a high profile role with high visibility at break, lunch 
and after school times, making an impact with students who have struggled/are struggling with main 
stream education. 
 

 

 

Main Duties 
 

The list is given as a guideline only and is not exhaustive. Other tasks and activities relevant to the main 
headings should also be considered acceptable.  A degree of flexibility is therefore considered essential.  
 

A key aspect of this job is effective liaison and communication with a variety of staff and external 
agencies, this has to include appropriate professional written communication that maybe shared with 
external agencies.  
 

Internal Liaison 
 

• Leadership Team 
• Directors of Studies 
• Learning Mentors 
• Attendance Officer 
• Safeguarding Officer 
• Additional Needs Co-ordinator 
• Cover Team 
 

The post holder will: 
 

• Support the leadership team and directors of studies in the management of behaviour support 
throughout the school, following the agreed procedure/policy. 

• Support, participate, analyse the first call system and respond to issues highlighted in its analysis. 

• Be involved in the re-admittance of all excluded students and subsequent restorative programmes, 
organisation of individual behaviour plans/pastoral education plans 

• Liaise with departmental additional needs representatives to support the behavioural and pastoral 
needs of individual students, where possible supporting the learning, required needs 

• Contact parents/carers when necessary and support home visits. 

• Attend child protection meetings when appropriate. 

• Co-ordinate and support the EHAP (Early Help Assessment and Plan) system in school. 

• Liaise with external agencies when appropriate. 

• Support individual members of staff with issues relating to challenging behaviour in the classroom. 

• Monitor, report on and intervene with students both inside and outside the classroom. 
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Post Title: Pastoral Support Co-ordinator (continued) 

 
 

• Meet with line manager every other week. 

• Mentoring of students and creation of unique 1-1 plans. 

• Analysis of exclusion, first call and detention information to help target support. 

• Oversee ‘crowd control’ on vaccination days (approx. 6 per year- may change). 
 

 
 

General and review  
 

To understand and be prepared to support the ethos of the school by: 
 

- Promoting good relationships with students, parents, teaching and non teaching colleagues, 
governors, LA staff and visitors to the school; 

- Promoting high standards of student behaviour inside the classroom and around the school 
generally, following the school’s behaviour policy; 

- Promoting high standards of personal presentation and conduct, including being punctual and 
using social network media appropriately; 

- Completing training in the relevant areas to meet all safeguarding and health and safety 
standards as advised by CWLC and government policy. 

- Being aware of all matters of Health and Safety related to the working environment. 
 

This job description is not necessarily a comprehensive definition.  It will be reviewed periodically and 
when appropriate.  It may be subject to change or modification at any time after consultation. 
 

 
Christopher Whitehead Language College and Sixth Form has a strong commitment to achieving equality of 
opportunities in its service to the community and the employment of people and expects all employees to 
understand, comply with and promote its policies in their own work. 
 

Christopher Whitehead Language College and Sixth Form is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share this commitment. 
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Person Specification 
 

 
 

Essential Desirable 
Method of 

Assessment 

 
Qualification 
and Training 

 
 

 
5 GCSE / O Level including 
English and maths or equivalent 
 
Relevant ICT qualifications 
 

 
Youth work qualification 
 
Counselling qualification 
 
First aid qualification 
 
Coaching qualification 
 

 
Application form 
Certificates 
 
 

 
Experience and 

Knowledge 

 
Evidence of a rapport with 
young people  
 
Listen sensitively and deal with 
people in a sympathetic and 
tactful way  
 
Keep up to date with legislation  
 
Support family intervention 
where requested  
 
Keep accurate records  
 

 
Previous experience of working 
in education or key services 
 
 

 
Application form 
Interview 
References 
Application process 

 
Skills and 
Abilities 

 
 

 
Excellent interpersonal skills  
 
Ability to deal with challenging 
behaviour from students 
 
Ability to deal sensitively and 
appropriately with confidential 
information  
 
Demonstrate maturity, patience 
and determination 
 
Ability to work supportively and 
collaboratively with staff and 
work as part of an effective team  
 
Willingness to work flexibly and 
provide cover and support 
across the school 
 
Self motivated and able to cope 
with demanding situations 
 

 
Additional skills relevant and 
transferrable to an educational 
setting 

 
Application form 
Interview 
References 

 


