
HORNSEA SCHOOL & LANGUAGE COLLEGE 
 

JOB DESCRIPTION 
 

 
Job Title:            Education Support Officer           
 
Scale Point:        Pt. 17 (term time only)          
 
Hours:                 37 hours per week  
 
Overall Purpose of the Job: 
 

 To contribute towards the whole school approach of overcoming obstacles to learning, 
whilst improving pupil participation in lessons and whole school life.  

 To provide cover for absent teachers by supervising and facilitating student learning. 

 To carry out break and lunchtime supervision across the school site, as required by SLT.  
 

 

 
Principal Accountabilities: 
 

 To promote the principles of Positive Discipline throughout school. 

 To provide cover for absent teaching staff by supervising classes, motivating student learning 
and answering students’ queries in relation to the instruction left by the subject teacher.  

 To maintain good behaviour throughout the school day and deal with inappropriate behaviour 
as per school policy. 

 To mentor and support students who may be exhibiting behavioural, emotional or social 
problems in school to achieve their full potential.  

 To ensure classes enter and leave classrooms in an orderly manner. 

 To establish afterschool activities that will help to engage students, including those who 
display challenging behaviours.  

 To support inclusion by facilitating participation in school life and helping to build confidence 
and self esteem, so that all pupils are enabled to reach their full potential alongside their 
peers. 

 To maintain appropriate records and to provide relevant accurate and up to date information 
for MIS, registers etc. 

 To undertake investigations into reported misbehaviour and incidents and implement 
sanctions according to school policy. 

 To organise and collate work for excluded and absent students. 

 To support the re-integration of pupils on return to school from exclusion. 

 To contribute to the recording, investigation and monitoring of bullying. 

 To develop positive relationships with parents, liaising with parents regarding disciplinary, 
health and welfare issues. 

 To liaise with the Student Support unit supporting strategies within Individual Behaviour 
Plans, Pastoral Support Plans Individual Health Care Plans and Individual Education Plans. 

 To attend multi-agency meetings as required. 

 To provide basic first aid to students.  

 To ensure that Literacy and Numeracy are reflected in the learning experience. 

 To provide cover in the Isolation Room and for Detentions. 
 
General responsibilities  
 

 To take responsibility for promoting and safeguarding the welfare of children and young 
people within the school and to report concerns in accordance with the School’s policy. 



 To be responsible for your own Health & safety, as well as that of colleagues, students and 
visitors. 

 To ensure the successful and consistent implementation of policies across the school. 

 To treat each other, students and all stakeholders professionally and with respect.  

 To play a full part in the life of the school community; supporting and promoting its mission, 
ethos and values and complying with policies and procedures, and encouraging students to 
do the same.  

 To ensure the confidentiality and security of all the School’s data, documentation and 
information. 

 To continue own professional development and attend training/refresher courses and 
meetings as required by the Line Manager. 

 To carry out other appropriate duties that maybe reasonably required to successfully carry out 
the role. 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each 
individual task undertaken may not be identified. 

 
 
 

Signed:         Date: 27/10/2017    (Headteacher) 

  

      

 


