BURY COUNCIL 

JOB DESCRIPTION
	Post Title:
Pastoral Mentor (Medical & Transition)

	Department:
CYPaC
	Establishment/Post No:


	Division/Section:
Schools
	Post Grade:
8

	Location:
Woodhey High School
	Post Hours:

37 Hours per week, term time plus 5 days

8.00am to 4.00pm


	Special Conditions of Service:

To work flexibly on occasion in order to attend meetings

	Purpose and Objectives of Post:

The pastoral care of our pupils is key to their welfare, their learning and to ensuring that they are safeguarded. The main duties of the Pastoral Mentor (Medical & Transition) are to meet with and support pupils in resolving their issues. The specific part of the role relates to co-ordinating the process of supporting pupils who have medical issues and support the pastoral transition process from primary school.

Under an agreed system of supervision, they will support the emotional needs of pupils in response to individual requirements. They will also be an important link in liaising with parents/carers, relevant school staff, the Local Authority and other external agencies on pastoral matters.

	Accountable to:
Headteacher/Governors

	Immediately Responsible to:
Pastoral Manager

	Immediately Responsible for:


	Relationships: (Internal and External)

The nature of the post will bring the postholder into contact with a wide range of people both within the school and outside the school and the postholder will be expected to maintain excellent relationships with all of the following:-

All staff, pupils, Governors, agencies & visitors
Control of Resources:




	Duties/Responsibilities:

Maintain comprehensive medical records for pupils, ensuring they are accurate and that confidentiality guidelines are adhered to.
Liaise with the school nurse and parents/carers regarding pupils with medical issues, develop care plans and carry out inductions for any incoming pupils.
To carry out risk assessments for pupils with medical conditions and co-ordinate any support required.
Ensure that medical information is communicated to staff , in line with school policies and procedures.
To oversee the storage of pupil medication, ensuring medication is clearly labelled and in date and liaising with parents about replacements.

Same day parental/carer contact (when necessary) informing of any medical attention their child has received while in school
To be a designated first aider, carrying out pupil welfare duties for pupils attending the Pupil Services Office.

Co-ordinate Year 6 transition visits and support the Head of Year 7 with the transition process.
Work as part of the pastoral team in order to provide effective pastoral care to pupils, responding to queries from parents, pupils & external agencies, including gathering data and resolving issues.

Under the direction of the Pastoral Manager, respond to safeguarding issues highlighted through CPOMs or from a Head of Year – meeting with pupils and contacting parents where necessary.

Liaise with parents/carers and staff regarding pupil issues/concerns, including meeting with parents who just ‘turn up’.

Conduct support sessions for pupils, including mediation where required. 

Provide advice and guidance to staff, pupils and others on pastoral matters, in accordance with school procedures.

Record individual information about any pupils, following personal intervention, using the school’s management information system & other record keeping systems. Where appropriate, set up and complete APDR paperwork.

Organise Pastoral Support Plans, including gathering relevant information from pupils, parents and staff, attending reviews and setting targets.

Take the lead in organising “The Story So Far”.

Attend and minute (and in some cases Chair) meetings, CIN, MDT. TAF on behalf of school. 
Complete referrals to outside agencies and follow-up with any required liaison.

Promote self-esteem and independence, working with pupils to identify solutions.

Promote positive values attitudes and good pupil behaviour, encouraging pupils to take responsibility for their own behaviour in line with school policy.

Manage disclosures and safeguarding issues ethically to ensure students’ well-being and safety, sharing all Child Protection concerns with the designated Child Protection Officer.

Provide cover for other members of the pastoral team as and when required.

Complete and maintain appropriate confidential records and ensure confidentiality is maintained in all aspects of work.

On a rota, share pastoral supervision of pupils e.g. non-SEN lunch/breaktime supervision, pupils on alternative curriculum.
Following up lesson truancy in response to an ‘On-Call’.

Where appropriate, use CCTV as a reactive tool to inform actions.

	Take part in a rota of pastoral mentors to attend parents evenings, open evening, parents in partnership and new in-take evening.

· To plan individual (and group) mentoring programmes which provide a range of strategies.
To develop, agree and implement behaviour support agreements with individual pupils and those involved with them.
To work proactively to prevent bullying, in line with the school’s anti-bullying policy and also work to address incidents of bullying, in line with the school’s policies and procedures.
Other

Promote inclusion and acceptance of all pupils within the school.

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

Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
Be aware of the complex needs of pupils and parents, liaising sensitively and effectively as required.

Be familiar with and up to date with every part of the Child Protection process. 

Be familiar with the Every Child Matters requirements.
Use ICT packages e.g. excel, databases, spreadsheets, internet.
To be aware of the main health & safety issues specific to school and how they relate to students, staff, visitors and contractors.
To comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person (as named in the policy concerned).

Appreciate and support the role of other professionals.

Contribute to the school ethos, aims and the development/improvement.

Attend and participate in regular meetings.

Participate in training and other learning activities and performance development as required.

To recognise own strengths and areas of expertise and use these to support and advise others.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (See paragraph 203 of Supplemental Conditions of Service)



	Job Description prepared by:
	Sign: J Vosper
	Date: 26/02/2020


Safeguarding:

As an employee of Woodhey High School, you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

Equality Diversity and Inclusion:

Woodhey High School is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

Health and Safety:

The post holder is responsible for Employees Duties as specified with the Schools Health and Safety Policies.

