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Job Description

	Job Title:
	Assistant Pastoral Leader

	Grade:
	5

	FTE salary:
Actual salary:
	£28,598 - £31,022 per annum
£25,309 - £27,454 per annum (88.50%FTE)

	Hours and work
pattern:
	37 hours per week, term time plus two weeks

	Responsible to:
	Assistant Headteacher
Senior Standards and Progress Leader
Standards and Progress Leader

	Responsible for:
	n/a

	Key Relationships/ Liaison with:
	Headteacher, Deputy Headteacher, Assistant Headteachers, Senior Standards and Progress Leader, Standards and Progress
Leader, DSL, Admissions Administrator, SEND department



Job Purpose:
The role of the Assistant Pastoral Leader is to work alongside the Standards and Progress Leader to ensure an effective level of pastoral care is available to all students, enabling them to develop academically, socially and emotionally. Assistant Pastoral leaders should work with other Assistant Pastoral Leaders, the safeguarding team and teaching staff to support students in managing behavioural issues.

Duties and responsibilities:
· Liaising with the safeguarding team and supporting with follow-up of safeguarding issues when triaged
· Completing documentation to support actions taken in safeguarding
· Safeguarding the mental health and wellbeing of students and staff
· To support the Standards and Progress Leaders in ensuring there is a culture of safeguarding in the school by actioning the following when directed:
· Following the due diligence procedures that are in place
· Coach and support colleagues with safeguarding concerns
· Action Early Help Assessments when concerns arise
· Collate and update students individual safeguarding records and file accurate records for safeguarding

· Act as the first point of call for all parental enquiries regarding students in the year group
· Communicate with home daily in cases where students are not in school including informing parents when the student is late and chase up reasons for absence/s with families
· Work with the Standards and Progress Leader to maximise attendance and ensure the highest standards of behaviour in the year group

· Provide support to students and parents to encourage good attendance
· Follow up with students signed in late and with persistent punctuality issues
· Arrange and where appropriate lead meetings with parents for reintegration with the support of Standards and Progress Leader
· Logging non-attendance and communicating home regarding non-attendance of sanctions
· To support Admissions Administrator with new admissions and those leaving the school, including coordinating initial meetings, arranging student assessments, communicating the timetable/classes with students, tours of the school, buddy system, system logins, provide welcome packs, co-ordination of mid-year leavers and liaison with other schools as appropriate regarding new starters and leavers
· Deal with those queries that are manageable and to pass on matters of significance to the appropriate member of the pastoral team, having ascertained as many details as possible
· Communicate with the Local Authority and update the Pastoral team as directed
· Facilitate the transfer of relevant student information inside and outside the school
· Make sure that student medical information is updated and that staff are aware of the individual medical needs of students with the support from the SEND team
· Complete relevant paperwork required by external agencies
· At times and where appropriate, work with students who may need additional support with accessing school, on a 1:1 basis
· To assist in investigating incidents between students and to record discriminatory incidents and take appropriate action
· Provide regular support getting dysregulated students to and from lessons
· Lead on mental health support to students within the year group
· Work in collaboration with colleagues in the SEND department to ensure that students are suitably supported in school
· To make sure students are in the correct uniform, have the right equipment and are generally set up for the day including contacting parents about incorrect uniform at the beginning of the day and throughout the day, sending letters home regarding uniform issues
· To support and cover over the student’s break and lunch period as required, this will be in areas such as the games room, social areas, lunch hall and other areas
· Use specialist skills/training and experience to support students investigating behavioural issues, taking statements of those involved and deciding on appropriate course of action
· Under the direction of the Standards and Progress Leaders work with external agencies where appropriate
· Co-ordinate and assist with running of transition days, parent’s evenings and activities/trips
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	Person Specification – Assistant Pastoral Leader

	Essential
	Desirable

	Qualifications
	· GCSEs or equivalent level, including English and Maths
	· Designated Safeguarding Lead qualification
· First aid qualification
· Qualification in youth work or coaching and mentoring
· Foundation degree

	Experience
	· Experience working in a school environment or other educational setting
· Experience working with children / young people with additional needs (e.g. SEND, behavioural, mental health)
· Experience supporting and working with parents of young people with additional needs
· Experience planning and delivering targeted interventions
· Experience of working with colleagues and external stakeholders (e.g. from external agencies)
· Experience of managing data and maintaining accurate
records and filing systems
	· Experience of using Arbor or other relevant software

	Knowledge / Skills
	· Good listening skills
· Effective written and verbal communication skills
· Knowledge of the barriers to learning that students may face
· Tailoring plans and interventions to individual students
· Able to use IT systems and to conduct analysis and produce reports
· Able to create good relationships with children, staff, parents and external
agencies
	· Experience relating to matters of attendance, safeguarding and wellbeing in children
· To understand SEND school practices and relevant organisations associated with SEND



	
	· Knowledge of available support services in the local area
· Safeguarding of children and young people
· Ability to build and form good relationships with students and colleagues
· Ability to work constructively as part of a team, understanding school roles and responsibilities
· Ability to absorb and understand a range of information
· Understanding of child- safeguarding issues and successful measures that promote and ensure the safeguarding of children
· Ability to work flexibly to support others and respond to
unplanned situations
	

	Other
	· Upholds and promotes the ethos and values of the school and Trust
· Committed to safeguarding, equality, diversity and inclusion
· Resilience
· Relentless positivity
· Determination to maintain and progress School improvement
· Proactive approach to
professional self-development
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