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CANDIDATE INFORMATION 

 

School:  Court Fields School 

Role:  Pastoral and Attendance Support Worker 

Salary:  £13,387-£13,928 per annum 
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December 2019 
 
Dear Applicant  
 
We are delighted that you are interested in working at The Castle Partnership Trust and in the position 
we have available at Court Fields School. We hope that the application pack provides the information 
that you need to apply. Our schools are friendly and welcoming and our parents and students are always 
very appreciative. Visitors to Court Fields School always comment on our warm, friendly and purposeful 
learning environment. We pride ourselves on our excellent pastoral care, our varied programme of 
enrichment and extracurricular activities and our outstanding relationships with each student. The 
positive comments and compliments we receive from parents and members of the community help build 
a positive and warm school community where everyone is valued.  
 
The Castle Partnership Trust is seeking an individual interested in joining this outstanding Trust 
comprising two secondary schools and a growing number of primary schools and a successful and 
thriving Teaching School. We are looking to appoint a Pastoral and Attendance Support Worker at Court 
Fields School. The successful candidate will support the Pastoral and Attendance Manager with 
attendance, behaviour and other duties within the Well-being Hub.  
 
We love diversity and richness in our schools and welcome applications from those wishing to play their 
part in the growth of our students through their learning.  
 
On a personal note, this is a fabulous Trust and it is a pleasure and privilege to work for our students and 
with our staff. This is the best team of people I have ever worked with. They willingly give up time and 
invest enormous energy in educating our young people. We want people to join us who share these very 
high expectations of themselves and those they work with. I look forward to hearing why you think you 
are the right person to join our Trust and how you will inspire our children. 
 
Yours sincerely 
 

S Watson     P Matthews 
Sarah Watson     Polly Matthews 
Executive Headteacher   Acting Head of School 
The Castle Partnership Trust   Court Fields School 
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COURT FIELDS SCHOOL, WELLINGTON 
Court Fields School has nearly 800 students on role and is an 11-16 fully comprehensive secondary 
school.  Our 3 values of ‘Achieve, Belong and Participate’ drive all that we do.  

Court Fields School has been working closely with The Castle School since January 2013 and some of the 
best staff have moved to Court Fields, including leadership positions. Court Fields is well on its way to 
‘good’ and, like The Castle School, the students at Court Fields are the best thing about the school.  They 
are motivated and keen to learn but they are proud of their school and want to see it improve. Staff say 
that you never have to open a door for yourself, and there is never any litter.  
 
Staff at all levels have a strong visible presence within the school and both students and staff are 
responsive to one another. If there is a problem, we will take any action quickly and fairly. There must 
be no child invisible at The Castle Partnership Trust and incidents must be dealt with quickly and 
effectively so children know and trust that we will take care of things and will go the extra mile with 
them. We are also committed to widening participation so that every child participates in learning and 
enrichment.  All members of the school community are expected to pursue these aims. 
 
The most important thing for our children is their safety. We foster a culture of vigilance amongst staff, 
students and parents. We always listen to children and take their concerns seriously. The Castle 
Partnership Trust is committed to safeguarding and all staff have a duty of care towards our young 
people. All complaints and concerns are fully investigated.  Please note that for posts working with 
children the successful candidate will be required to undergo Disclosure and Barring Service checks in 
line with the Local Authority and School Child Safeguarding Policy. 
 

THE CASTLE PARTNERSHIP TRUST CPD 
At The Castle Partnership Trust, we value teachers and are serious about education for our students AND 
our staff. I do hope you find the wider opportunities attached to this post and our commitment to your 
professional development interesting and exciting. We have an outstanding record of training teachers 
and investing in our staff, believing that potential, enthusiasm and good subject knowledge leads to 
great learning. Even the best teachers need to keep refreshed and interested and our excellent CPD 
programme supports such opportunities to develop.  
 
For those of you who are ambitious, this is an excellent opportunity to build skills and experience that 
will prepare you for the next stage in your career. Equally, we seek teachers who want to focus on their 
own practice and enrich children’s lives through providing opportunities for students to become happy, 
prosperous adults with a strong moral compass and self-esteem to positively participate in society. 
 
Whatever your career stage we have a superb CPD programme through our Teaching School. If you are 
ambitious, we will give you opportunities to develop leadership and management, through working with 
some of the best teachers in the country and to learn leadership from some of the best in the profession. 
We are aligned with Leading Schools South West who are the providers of the NPQ programmes and 
many of our own leaders deliver these programmes. We also have internal programmes for school 
leadership and 80% of participants on the school leaders course went on to gain promoted posts either 
within or beyond the Trust. The Trust is a growing and thriving community where joint faculty meetings 
and CPD ensure we all learn together and serve all the children in our Trust. There are increasing 
opportunities to develop leadership across the Trust and across phases as we open our first new primary 
school in 2020.  
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LOCATION 
Location is everything. Court Fields School is nestled on the Somerset / Devon border surrounded by 
pretty villages and bustling market towns, the Blackdown Hills Area of Outstanding Natural Beauty, 
Exmoor and Dartmoor National Parks, and has easy access to the thriving centres of Exeter and Bristol 
and beyond. Nearby Taunton has plenty of options for sports enthusiasts including Taunton Rugby Club, 
Somerset Cricket Ground and Taunton Racecourse. An unmissable local cultural event is the Carnival, 
especially nearby Bridgwater Carnival which claims it can be seen from space!  
 

APPLICATION 
Please complete the application form, ensuring you give reasons for any gaps in employment. 

 
CLOSING DATE 
Completed applications should be emailed to tmorcom@educ.somerset.gov.uk or posted to:  

Mrs T Morcom, Court Fields School, Mantle Street, Wellington, Somerset, TA21 8SW by Midday Monday 
16th December 2019. 
 
Interviews will be held on Thursday 19th December but applicants are encouraged to submit their 
application prior to the closing date as shortlisting will take place as applications are received and 
interviews may be arranged individually prior to this date. 
  

mailto:tmorcom@educ.somerset.gov.uk
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Job Description 

 
The Trust’s aims and values are fundamental and each member of staff will be expected to promote and 
develop these in all aspects of her/his work.  All duties should be exercised in the context of these aims 
and values and in line with the Trust’s policies. 
 
 
Job Title:  Pastoral and Attendance Support Worker 
 
Reports to:  Assistant Head (Pastoral) 
 
Grade:  14 
 
Hours: 32.5 hours per week, term time plus three Inset/additional days (38 weeks per year) 

Monday to Friday 8.30am – 3.30pm (with half hour unpaid lunch each day) 
 
 
Main Purpose of Role: 
 
The main purpose of the role is to support the Pastoral and Attendance Manager with behaviour and 
attendance, including administration tasks and reports.  
 
 
Duties:  
 
PASTORAL 
 
Under the guidance and direction of the Assistant Head (Pastoral), support student’s attendance and 
behaviour and the work of the Heads of Year by:  
 

 Provide support to students with their emotional health and wellbeing, supporting specific needs as 

they arise each day 

 Enhance achievement and attainment by supporting specific students in relation to their attendance, 

social skills and personal and social development 

 Work as part of the pastoral team to ensure that students are able to feel safe and enjoy and fully 

participate in all areas of school life and are given the opportunities to reach their full potential  

 Assist with investigating incidents and disagreements between students and help with facilitation of 

restorative justice 

 Provide reports for analysis and strategic planning 
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ATTENDANCE 
 

 Be responsible for the daily registers and sending absence texts 

 Issue paper registers when required and manual input of marks  

 Pursue registers not taken and provide a weekly report to the Headteacher of register issues 

 Check regularly and rectify any missing marks 

 Recode student marks as directed 

 Provide admin support for the Attendance Officer 

 To provide regular attendance reports if requested 

 Notify Heads of Year and other relevant staff when truancy occurs, checking that follow-up sanctions 
are put in place and the correct data recorded on SIMS 

 Record all student interventions on the school’s welfare tracker system and SIMS interventions 
records 

 
CHILD PROTECTION   
 

 Support the work of the Designated Safeguarding Lead and complete delegated administration tasks 
when requested. 

 
STUDENT RECEPTION AND MEDICAL SERVICES    
 

 Support with student reception 

 Assist with setting up and reviewing of student medical support plans 

 Update SIMS with student medical information 

 Be a nominated first aider and attend to students, staff and visitors as necessary 

 Organise and co-ordinate student vaccinations, liaising with health professionals 

 Manage the stock of first aid equipment and order supplies when necessary 
 
 
OTHER MISCELLANEOUS  

 Assist with the planning and organisation of school events, including annual awards evenings  

 Manage the allocation and administration of school lockers 
 
Any other duties assigned by the Headteacher, Assistant Head (Pastoral) or  
Business Manager.  
 
This job description is current at the date shown but in consultation may be changed by the Headteacher 

to reflect or anticipate changes in the job commensurate with the salary grade and post title. 

 

 

 

 

 

 

 



 7 

Person Specification 

 

  Essential Desirable 

 

Qualifications and 

Training 

English and Mathematics GCSE passes X  
First Aid Certificate (or commitment to training) X  

 

 

 

 

Professional Skills and 

Experience 

Knowledge of safeguarding procedures X  
Use of ICT X  
Experience of working with young people  X 
Experience of working in an education environment  X 
Experience of working in a team X  
Effective communication at all levels X  
Working knowledge of relevant policies and 

legislation  
 X 

 

 

Attributes 

Work calmly under pressure X  
Be an effective team member X  
Work independently and collaboratively X  
To be flexible and able to manage time effectively X  

 

 

 
This school is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment.  All staff will be required to attend regular 
training and update sessions. This post is subject to a satisfactory Disclosure Barring Service (DBS) 
Enhanced Disclosure Certificate.  
 
 
 
 


