	Job Description

	Post Title:           
Pastoral Manager / learning mentor         
Post No:             Grade: S01 – 29 to 34
Directorate:            
Children & Young People                    

Service:    Schools                                      
Responsible to:    
Headteacher / Deputy Head / School Business Manager 
Responsible for:  

Functional links with:  parents, children, SENCO, Safeguarding team, Learning mentors, EWO and mental health, police and social care agencies and all school staff and community

	Main purpose of the job:  
To effectively manage all aspects of the child in need and safeguarding  processes, acting upon concerns, arranging meetings with families and agencies, chairing TAC meetings and producing accurate papers.
To provide support for vulnerable children within the school in order to ensure safety and break down barriers to learning. To communicate effectively with all appropriate staff to ensure all are aware of vulnerable children’s needs.

	Major Duties and Responsibilities:    
1. To work under the guidance of  senior staff to implement the safeguarding/TAC processes
2. Communicate effectively with all agencies and arrange, chair and produce accurate records of all meetings and send to relevant agencies.

3. To refer children to other agencies where necessary including recognising child protection cases and referring on to appropriate lead practitioners.

4. To be designated lead for vulnerable groups of children in school. (Looked after, Young carers, etc.)
5. To support the senior leaders and be the schools designated safeguarding officer.

	Planning 

To assist with the development and implementation of the TAC process and paperwork
To ensure efficient, clear and accurate records of child protection cases are kept securely.

To work with all stakeholders, children, parents agencies and schools to implement successfully the TAC process and agreed actions following TAC meetings.

Delivery

Working with individuals and groups of children and parents where necessary and appropriate to implement actions or recommendations from TAC process and school leaders. 

Liaising with all school staff where appropriate

Updating school staff on latest relevant guidance and procedures.

To develop friendly but professional relationships with parents and carers.

Monitoring and Assessment 

Child in need process chaired effectively, families successfully engaged and moved through the process,

Appropriate records completed and appropriate agencies copied into on time, every time

To liaise sensitively and effectively with all agencies or carers as agreed within your responsibility and participate in feedback sessions or meetings.

To monitor  attendance, progress  and attendance , attainment of vulnerable groups and report back to SLT, governors

General 

To embrace the TAC process with due regard to Safeguarding procedures.

To provide general clerical/admin support e.g. prep for TAC meetings/record keeping etc.

To ensure self and key staff are kept fully up to date with safeguarding procedures and training.

To keep all relevant agencies involved of developments.

To play an active role in school life and support the school ethos.

To promote the school’s ethos in the wider community. 

	Resources:  

Record  Keeping
Maintaining accurate records securely and confidentially


	Signed by:                                                             Post holder:

                                                                               Line manager:                                    Date:


