
 

 
 

 
 

Role title 

 

Student Services: Key Worker 

Grade 

 

BANES Grade 5 

Date June 2022 

1.  Role 

purpose 

Inclusion and welfare are among the highest priorities at Ralph Allen School. In 

continuing to strive for excellence in this area the work of student services is key to 

supporting the Ralph Allen Way ensuring that students engage readily in their learning 

and play an active part in school life. 

 

Student services key workers fulfil a crucial role in providing support and guidance to 

children and those engaged with them, by removing barriers to learning in order to 

promote effective participation, enhance individual learning, raise aspirations and 

achieve their potential. 

 

This role will also support the four houses, and in the transition from one key stage to 

another, ensuring students are supported at crucial and often worrying times. 

 

We also want to ensure that students are fully equipped for school and are prepared for 

learning in all lessons. The key workers will provide a location in school where students 

can get information they need regarding the day or possible future events. 

 

To work under the guidance of teaching/senior staff and within an agreed system of 

supervision, to implement agreed work programmes with individuals/groups, in or out of 

the classroom and specifically to provide support in addressing the needs of students 

who need particular help to overcome barriers to learning.  

 

2.  Principal 

duties and 

responsibilities 

The principal duties and responsibilities of this flexible role may alter from time to time in 

order to meet the needs of the school and students, but  will include: 

 

Key Accountabilities: 

1. To provide support and advice to students in line with promoting their social care 

and personal development with respect to learning and health and well-being. 

To help and encourage all students, particularly the vulnerable. 

2. To run student reception. 

3. Facilitating and monitoring the transition of students between key stages. 

4. Contributing to child welfare and protection, keeping up to date with the latest 

procedures and regulations and ensuring attendance at appropriate INSET 

training, meetings, etc. 

5. To develop and maintain effective and supportive mentoring relationships with 

children and those engaged with them. 

6. Work within an extended range of networks and partnerships to broker support 

and learning opportunities and improve the quality of services to children. 

7. Facilitating the sharing of relevant student information with each student, his or 



 

 
 

her family members, appropriate teaching and associate staff and, where 

appropriate, the wider community. 

8. House administration  

9. Monitoring and formulating action with regards to attendance for an identified 

group of students and liaising with outside agencies where appropriate. 

10. To be the first point of contact for students feeling unwell; to contact home 

where appropriate.   

11. To be a nominated First Aider on the school rota and follow school procedures. 

12. To provide cover for Student Reception: Attendance  

Support for Students 

1. Provide pastoral support to students and provide support for distressed students. 

2. Assist with the development and implementation of Individual Education/Behaviour/ 

Support/Mentoring plans and personal care programmes. 

3. Establish constructive working relationships with students, acting as a role model and 

setting high expectations. 

4. Promote the speedy/effective transfer of students across phases/integration of those 

who have been absent. 

5. Provide information and advice to enable students to make choices about their own 

learning/behaviour/attendance. 

6. Provide feedback to students in relation to progress, achievement, behaviour, 

attendance etc. 

7. Organise lost property within the school. 

8. Be a point of contact to facilitate where students can go for support or any other 

student related problem. 

Support for Teachers 

1. Liaise with feeder schools and other relevant bodies to gather student information. 

2. Support students’ access to learning using appropriate strategies, resources etc. 

3. Provide objective and accurate feedback and reports as required, to other staff on 

students’ achievement, progress and other matters, ensuring the availability of 

appropriate evidence. 

4. Be responsible for keeping and updating records as agreed with other staff, 

contributing to reviews of systems/records as requested. 

5. Assist in the development and implementation of appropriate behaviour 

management strategies.  

6. Establish constructive relationships with parents/carers, exchanging information, 

facilitating their support for their child’s attendance, access and learning and 

supporting home to school and community links. 

7. Assist in the development, implementation and monitoring of systems relating to 

attendance.  

8. Provide clerical/admin support e.g. dealing with correspondence, compilation/ 

analysis/reporting on attendance, exclusions etc., making phone calls etc. 

Support for the School 

1. Be aware of and comply with policies and procedures relating to child protection, 

health, safety and security, confidentiality and data protection, reporting all 

concerns to an appropriate person 

2. Be aware of and support difference and ensure all students have equal access to 

opportunities to learn and develop. 

3. Contribute to the overall ethos/work/aims of the school. 

4. Establish constructive relationships and communicate with other 

agencies/professionals, in liaison with the teacher, to support achievement and 



 

 
 

progress of students. 

5. Attend and participate in regular meetings, as required.   

6. Participate in training, other learning activities and performance management, as 

required. 

7. Provide appropriate guidance and supervision and assist in the training and 

development of staff, as appropriate. 

8. Undertake planned supervision of students’ out of normal lesson times, including 

lunchtimes as appropriate. 

9. Supervise students on visits, trips and out of school activities as appropriate. 

10. Work constructively as part of a team, understanding classroom roles and 

responsibilities and your own position with these. 

 
 

Additional duties and responsibilities 

• Form a part of a cohesive and dynamic team offering support services to all 

Ralph Allen students in a variety of ways. 

• Promote and safeguard the welfare of children, young and vulnerable people 

that you are responsible for or come into contact with. 

• Be aware of and support difference and ensure equal opportunities for all. 

• Contribute to the overall ethos, work and aims of the school. 

• Establish constructive relationships and communicate with other agencies and 

professionals. 
• As a term of your employment you may reasonably be expected to perform 

duties of a similar or related nature to those outlined in the job description. 
• All Ralph Allen School associate staff are expected to train as first aiders and to 

take part in school duties and general school life. 

• Self-evaluation of all the above will be carried out as a continual process. 
 
 

3.  Dimensions 

(in quantitative 

terms, the key 

areas on which 

the job has an 

impact) 

All students and staff at Ralph Allen School 

Parents/carers of students 

Outside agencies as required 

4.  Organisation 

chart 

 
5.  Physical 

Effort 

The postholder will be expected to undertake bending and stretching in the course of 

their duties e.g. preparing rooms, displaying students’ work, etc.  There may be an 

increased level of physical effort required for children with personal or specialist needs. 

6.  Working 

Environment 

Working in a large secondary school. 

During occasional periods of supervision, there will be an expectation that the 

postholder will be exposed to heat and cold which on occasions, for example adverse 

weather conditions, may be higher than normal. 

7.  Person Essential 

Link Senior Manager 

Head of House  

Student Services: Key Workers 



 

 
 
specification 1. At least two years’ experience working with children of relevant age in a learning 

environment/educational context. 

2. Excellent numeracy/literacy skills – equivalent to NVQ Level 2 in English and Maths. 

3. Ability to relate well to both children and adults. 

4. Good understanding of principles of child development and learning processes 

and in particular barriers to learning. 

5. Ability to plan effective actions for students at risk of underachieving. 

6. Ability to self-evaluate learning needs and actively seek learning opportunities. 

7. To work constructively as part of a team, understanding school roles and 

responsibilities and your own position within these. 

8. High level IT skills e.g. word, excel, data, reporting, and a willingness to continuously 

develop. Ability to effectively use ICT to support learning.  Use of other technology, ie 

computer, video, photocopier. 

Desirable 

1. NVQ Level 3 

2. Attainment of the Higher Level Teaching Assistant standards or qualified teaching 

status. 

3. Appropriate knowledge of general first aid. 

 

8.  Additional 

information 

• This job description only contains the main accountabilities relating to this post and 

does not describe in detail all duties required to carry them out. 

• The postholder will at times have access to information of a confidential nature and it is 

essential that the successful applicant is aware of the need for discretion. 

• The postholder will at all times carry out his/her duties and responsibilities with due 

regard to the Governors' support of and commitment to Equal Opportunities Policies. 

• The postholder will be expected to undertake any appropriate training provided 

by the authority and/or school to assist them in carrying out any of the above 

duties. 

• The postholder will be required to promote, monitor and maintain health, safety 

and security in the work place.  To include ensuring that the requirements of the 

Health & Safety at Work Act, COSHH, and all other mandatory regulations are 

adhered to. 

• This authority is committed to safeguarding and promoting the welfare of children 

and young people and expects all staff and volunteers to share this commitment.  

A satisfactory enhanced Criminal Records Bureau Certificate is required for this 

post prior to commencement.  The postholder will be expected to contribute to 

the protection of children as appropriate, in accordance with any agreed policies 

and/or guidelines, reporting any issues or concerns to their immediate line 

manager. 

 

 

 


