JOB DESCRIPTION

Title:
Pastoral Support


Salary/Grade:
Grade 9
Responsible to:
Pastoral Lead, Assistant Headteacher, Deputy Headteachers, Head of School, Executive Headteacher
Staff for whom responsible:      
N/A
Control of Resources:

Resources

PURPOSE OF POST:



To work with the Pastoral Lead / senior staff to ensure students are fully supported and safeguarded to enable them to develop their personal, social and academic qualities to the full. The underpinning value of the work is to ensure that every pupil achieves their potential through the provision of targeted support and intervention, working with the school’s pastoral leaders and using the key outcomes of ‘Every Child Matters’ agenda as a basis for their work.
To support the aims and objectives of the school. Liaising with multi-agencies and assisting with the preparation of reports of various kinds. The role will involve a mixture of dealing with parents, with pupils’ behavioural and attendance issues, intervening with difficulties around the school in terms of pastoral support and also working within our pastoral support network.
PRINCIPAL DUTIES:


Support the Pastoral Lead to raise standards of attendance, behaviour and outcomes for all students in the designated Key Stage/pathway through:
1. Tracking and Monitoring attendance and punctuality for the designated Key Stage/pathway.
2. Promote and manage the credit/merit system.
3. Management of issues that arise, when Pastoral Leads are teaching including working in lessons with pupils who have behaviour issues.
4. Management of behavioural issues that arise and keeping accurate records in lessons and around the school premises.
5. Being a high profile presence to support all staff to better manage students’ behaviour.
6. Contact with parents as necessary, taking part in parental meetings and events to address attendance and punctuality issues, including attendance panels.

7. Ensure that behaviour plans are implemented and followed and that actions as part of positive handling is appropriately recorded.

8. Making contact with parents to review student behaviour patterns and identify actions needed to improve standards of behaviour and in turn building strong relationships with parents and carers.
9. Taking part in targeted intervention programmes to raise standards of behaviours for individual and groups of students.
10. Taking relevant actions to ensure all students in the Key Stage/pathway are effectively safeguarded and protected from abuse or neglect.
11. Working alongside the Safeguarding team to ensure that each pupil has his/her needs met.
12. Liaising with other relevant support agencies such as SEN, attendance team, social services and Connexions etc. to support students in difficulty.
13. Communicating key issues regarding individual students to relevant members of staff. 

14. Taking steps to prevent bullying and support victims of bullying and play an active role in the school anti-bullying agenda.
15. Taking part in student voice and leadership programmes.
16. To assist the Pastoral Leads to taking necessary action.
17. Tracking and monitoring standards of behaviour.

18. Supporting consistent application of the School Behaviour Policy and involvement in activities linked to the execution of that policy including management and coordination of internal and external exclusions.

19. Working closely with students to ensure they understand the school’s expectations.

20. Having an in depth knowledge of individual students in the Key Stage/pathway.

21. Arranging and promoting reward activities within the designated Key Stage/pathway.

22. Taking part in meaningful assemblies.

23. Contributing to the transition strategy from primary school which ensures that the students sustain their development from Year 6.

24. Use specialist (curricular/learning) skills/training/experience to support SEN pupils with diverse, severe learning needs and challenging behaviours.

25. Follow specialist feeding programmes to ensure the needs of individual pupils are met.

26. Establish good working relationships with pupils, acting as a role model and setting high expectations.

27. Promote inclusion and acceptance.

28. Encourage pupils to interact with others and work co-operatively with others and engage all pupils in activities.

29. Promote self-esteem and independence, employing strategies to recognise and reward achievement within established school procedure.

30. To use positive handling techniques and implement teaching programmes as necessary.

31. To promote activities with pupils and engage the pupils and their families of Elms Bank to ensure access is available for all pupils to the activities provided.

32. To supervise the young people in the preparation and eating of healthy snacks in the designated area, including tidying away.

33. To encourage the young people to participate in planned activities and become involved in playing alongside others as necessary.

34. To supervise young people appropriately at all times in the designated areas including corridors and toilet facilities.

35. To manage the schools’ Extended Services package in the form of activities after school and during the school holidays.

36. To liaise with the Deputy Headteacher-Pastoral with regard to the development and leadership of Extended Services at Elms Bank.

37. To be Deputy Safeguarding Lead.

38. To be aware of all emergency procedures e.g. fire drill and knowledge of what action to take.

39. Be aware of and comply with school policies and procedures relating to child protection, health, safety and security, confidentiality, data protection and discipline. Report all concerns to the appropriate person.

40. To report regularly to the Deputy Headteacher in order that the SLT of the school be kept fully informed of the running and developments of Extended Services.

41. To meet regularly with the DHT to discuss developments and management of Extended Services.

42. To develop and quality assure after school activities.

43. To report back to the DHT regarding funding, monitoring of activities, uptake, staffing requirements and quality, staff hours and costs.

44. To develop activities to promote tolerance and social activity for our more complex pupils.

45. To reflect on the activities developed to ensure all pupils have access and all pupils are catered for.

46. To develop a seamless delivery of after school activities.

47. To ensure that all colleagues secure the safety, welfare and good conduct of the young people attending activities provided.

48. To take a daily register of attendance and ensure that signing in/out procedures are followed.

49. To liaise with parents appropriately.

50. To oversee the organisation and storage of resources.

51. To report all accidents and incidents to the designated member of staff as required.

52. To ensure that young people do not leave the designated areas in school without permission of the Headteacher.

53. To plan and prepare appropriate play activities.

54. Contribute to the schools ethos, aim and development.

55. Appreciate and support the role of other professionals.

56. To assist the Senior Leadership Team in the induction and training of extended services staff.

57. To assist the Senior Leadership Team to ensure that all agreed policies and procedures are understood and followed by staff.

58. To ensure that the kitchen area used is left clean and tidy at the end of each session.

59. To request appropriate resources for use within extended services sessions.

60. To assist in the setting up any tidying away of equipment at the end of the session.

61. To undertake training as and when required including Team Teach training.

62. To undertake any duties of an equivalent nature appropriate to the post, as may be determined by the Head of School.
GENERAL RESPONSIBILITIES:

1. To use initiative in time management to organise own workload in order to meet deadlines.

2. To provide cover for other colleagues when required.

3. To be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as they arise.
4. Be aware of and support difference to ensure equal opportunities for all.
5. To attend and participate in relevant meetings and events as required.
6. Help to identify own personal development needs and actively engage in the CPD programme to develop skills and improve practice.
7. Have regard for, and promote the need to, safeguard students’ well-being, in accordance with statutory provisions and school policy.
8. To carry out supervision duties as directed in the break duties rota.
9. Play a full part in the life of the school, to support its distinctive mission and ethos.
OTHER EXPECTATIONS OF ALL SCHOOL STAFF:

1. To work professionally and effectively as part of a specific and wider school staff team.

2. To be a positive professional role model for all students.

3. Treat all students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to staffs professional position. 
4. Have regard for, and promote the need to, safeguard students’ well-being, in accordance with statutory provisions and school policy.
5. To carry out supervision duties as directed in the school duty rota.

6. Engage actively in the school performance management process.

7. Engage actively in the CPD programme to develop skills and improve practice.

8. Be familiar with, and follow, all school policy and practice to ensure a consistent high standard approach to all aspects of the school.

9. Play a full part in the life of the school, to support its distinctive mission and ethos.

10. Attend school events and activities as directed by the Head of School.

SPECIAL CONDITIONS OF SERVICE:

The post holder will be required to undertake any other duties of an equal nature appropriate to the post as determined by the Head of School.  

This job description is agreed by __________________________________ after discussion with the Head of School.

Signed_______________________________ Date:___________________

PLEASE NOTE THAT THIS JOB DESCRIPTION IS A GUIDE ONLY AND THE ACTUAL JOB DESCRIPTION WILL BE DISCUSSED WITH YOU ON APPOINTMENT.

Employees of Elms Bank Specialist Arts College have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. 

Appointment is subject to a satisfactory enhanced disclosure from the Disclosure and Barring Service.

