
The Bulmershe School 

Role Descriptor for; 

Mental Health Coordinator 

 

Reports to: Line Manager. 
 

Salary: Band 5, term time only; actual £18,890-£20,856 a year according to experience. 
 

Employment Status: Permanent. 
 

Hours of Work: 37 hours per week, term time only. Monday – Thursday; 8am - 4pm, 
Friday; 8am – 3:30pm. 

 

Job Purpose:  
 The Mental Health Coordinator will work with the Mental Health lead, Safeguarding Team 

and SWAT team to be responsible for The Bulmershe School’s approach to mental health and 
wellbeing.  

They will also forge effective links with NHS mental health services. They will oversee the 
whole-school approach to mental health and wellbeing via the mental health strategy, 
including how it is reflected in the design of relevant policies, curriculum and pastoral 

support.  
They will oversee how staff are supported with their own wellbeing, as well as how pupils, 

parents and carers are engaged with mental health support and initiatives.  

Department/Team Purpose: The purpose of the school is to meet the educational needs 
of children and young people within the local community, and to support all students in 

being ready and prepared for adult life. 
 
 

 

 

Person Specification 
Please ensure that you read the Person Specification carefully as this will be used to 

assess candidates as part of the shortlist and interview process. 
 

Qualifications/Training 
 

GCSE grade C (or above) or equivalent in Maths and English  
 

Essential 

Qualification/training in Mental Health or therapeutic Support  Essential 

Qualification in Counselling Desirable 



Level 5 or above qualification in Mental Health Support. Desirable 

Understanding of relevant legislation and good practice within the 
realm of Safeguarding and Mental Health Support Services 

Essential 

Experience of working or liaising in partnership with mental health or 
related service. 

Essential 

Experience of assessing, developing, implementing and evaluating 
interventions 

Essential 

Evidence of providing structured mental health support or therapeutic 
interventions to individuals of all ages or in groups. 

Essential 

A Level qualifications  
 

Desirable 

Degree  Desirable 

Training of SIMS packages 
 

Desirable 

Training of Microsoft Office packages  
 

Essential 

Skills/abilities/Knowledge 
 

- Ability to work as part of a team with the aim of ensuring the safety and welfare of 
children  

- Excellent listening and communication skills  
 

- A positive attitude towards wider school life  
- Awareness of local and national agencies that provide support for children and 

their families  

- Excellent record keeping skills and attention to detail, in order to produce reports, 
take minutes of meetings, and document safeguarding concerns  

- Expert knowledge of legislation and guidance on safeguarding and working with 
young people, including knowledge of the responsibilities of schools and other 

agencies 

- Understanding of the factors and a knowledge of the issues relating to health, 
lifestyle and mental health in children, young people and adults and how it may 

present and the impact it can have on individuals.  

- Specialist knowledge of structured therapeutic interventions for individuals or in 
groups. 

- Ability to interpret and analyse varied information with the ability to formulate a 
proposed intervention plan. 

- Demonstrates initiative and ability to work independently, able to problem solve 
and prioritise own and others work.  

- Ability to communicate effectively with pupils, parents, carers and other 
professionals 



- Ability to support teaching teams in a range of techniques to support pupils within 
the class environment 

- Ability to work closely with teaching staff in the identification of integrated 
learning and wellbeing related individual objectives. 

- Knowledge of evaluating outcomes of intervention and ability to critically appraise 
own performance 

- A commitment to promote the Equality and Diversity Policy, Safeguarding policies, 
Health and Safety Policy and other relevant Bulmershe School policies. 

 

Experience 
 

- Pastoral experience would be beneficial, but not essential 

- Experience of supporting mental health in a school would be useful, including: 

o Building relationships with children and their parents 

o Working and communicating effectively with relevant agencies 

o Encouraging good safeguarding practices  

- Demonstrable evidence of developing and implementing strategies to help 
children, their families and other staff members 

- Experience of handling large amounts of sensitive data and upholding the 
principles of confidentiality 

 

Personal Qualities  

- Commitment to ensuring the safety and welfare of children 

- Uphold and promote the ethos and values of the school; Responsibility, Resilience, 
Respect and Safety 

- Act with integrity, honesty, loyalty and fairness 

- Maintain confidentiality at all times 

- Patience  

- Resilience and determination to help our community, student, staff and parents. 

- Commitment to equality 

-  Ability to work under pressure and prioritise effectively 

-  A sense of responsibility  
- Flexibility  

- Positive Mental attitude  
- Calm under pressure  

 

 



Mental Health Coordinator 

To act as a co-ordinator of the mental health provision at The Bulmershe School 

To be actively using and sharing The Bulmershe School Mental Health Strategy to ensure that it is 
embedded throughout the school and with all stakeholders 

To use The Bulmershe School Mental Health Strategy as a tool to improve Mental Health provision 
throughout the school with all stakeholders 

To provide mental health support to students on topics such as panic attacks, improving 
emotional wellbeing, managing anxiety. 

To signpost students to external agencies for additional support when appropriate.

To support the identification of pupils at risk of, or showing signs of, mental ill-health by triaging, 
assessment, therapeutic support, safeguarding support, as well as developing individual risk 

assessments and signposting to appropriate organisations internally and externally. 

To work alongside The Bulmershe School’s Safeguarding and Leadership Team, as well as other 
relevant support networks and co-ordinate support for pupils and staff, who present with mental 

health needs or difficulties. 

To keep up to date knowledge of the local mental health services and working with clear links into 
pupils’ mental health services to refer pupils to NHS services where it is appropriate and by 
maintaining a triage and referral process for mental health support and monitor referrals to 

outside agencies. 

To develop and deliver resources on mental health for pupils, staff and parents; this includes 
providing information and support to new pupils and staff. 

To plan and deliver specific sessions to support different stakeholders on a range of areas to 
support understanding of mental health, and strategies with improving it i.e. mindfulness, dealing 

with specific issues etc. 

To ensure the Mental Health information for the school website is regularly updated and sharing 
support and help strategies for all our stakeholders. 

To keep staff up to date with initiatives and understanding of how to support mental health, 
through briefings, meetings or written communications. 

To create and maintain a high quality and comprehensive range of information for pupils, such as 
self-help materials, on-line resources and a range of tutorials based on mental health that pupils 

will access through various portals. 

To create marketing and promotional material such as posters, leaflets, information cards and 
booklets to increase awareness and understanding of pupil mental health which need to be 

tailored to suit various social media platforms, including of the schools website 

To make working links with relevant external agencies and represent The Bulmershe School at 
external forums relevant to the area of work. 



To be actively involved in policy development by developing a pupil mental health policy as well as 
developing guidelines for staff and pupils on how to support and manage mental health 

adifficulties. 

To attend relevant conferences and workshops to keep up to date with knowledge, skills and 
understanding of pupil mental health in the region. 

To establish and maintain a database of sources of referral and professional contacts 

To organise and promote effective mental health, resilience and wellbeing to staff across The 
Bulmershe School. This could include 1:1 consultation with staff, bespoke training for 

departments or year teams and organising access to external training providers. Also, support 
staff in contact with pupils with mental health needs to help raise awareness and give all staff the 

confidence to work with pupils. 

To organise and promote effective mental health, resilience and wellbeing to pupils across The 
Bulmershe School; this could include bespoke awareness sessions for pupils, information sessions 

at whole-school events and early intervention planning with vulnerable groups of pupils. 

To assist in the management, development and research of mental health and wellbeing 
strategies. 

Provide termly progress reports for your Line Manager and the rest of the Senior Leadership 
Team, to reflect on current practice and to ensure trends are identified and the mental health 

strategy amended to address changing needs. 
 
 

Special Factors 
The Line Manager will agree with the Post Holder the particular details appertaining to the specific 

responsibilities of the post. These details will be within the prescribed Main Tasks and 
Accountabilities. 

 


