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Pastoral and Learning Support Worker 

Job Description 

Grade: Grade B

This role is subject to formal evaluation via the BCC Equal Pay Programme job evaluation process

1. Job Purpose
1.1 Work as part of a team to provide the best possible quality of service to children and pupils with social, emotional and mental health disabilities.
1.2 Address the complex needs of children with imagination and initiative.  Demonstrate a flexible and reflective approach.
1.3 Secure high-quality teaching, effective use of resources and improve standards of learning and achievement for all pupils. 
1.4  Promote the progress and well-being of individual pupils and of any class or tutor group.

2. Key Responsibilities
2.1 Promote and safeguard the welfare of pupils with whom you come into contact.
2.2 Maintain a professional appearance, use accurate fluent English and be a positive role model to our pupils at all times.
2.3 Social, Emotional and Mental Health Care
2.3.1 Establish a good working relationship with pupils.
2.3.2 Support pupils during daily routines. 
2.3.3 Assist in the keeping of all records and administration.
2.3.4 Attend, when necessary, case reviews and case conferences relating to pupils.
2.3.5 Assist in the preparation of reports and ensure a good standard of report writing and presentation is maintained.
2.3.6 Offer mentoring support to pupils, particularly in times of crisis.
2.3.7 Act as Key Worker for designated pupils and undertake duties as defined in this role.
2.3.8 Lead and organise activities for the students to develop leisure interests and learn how to use their free time, constructively, including after school.
2.4 Learning Support
2.4.1 Assist with the preparation, display, monitoring and assessment of work materials and equipment.
2.4.2 Help plan and prepare work for the pupils assigned to your class.
2.4.3 Assist in the provision of a full range of stimulating activities for pupils.
2.4.4 Support teaching, taking account of the pupil’s individual and educational needs including the setting and evaluation of learning activities and homework assignments carried out by the pupil.
2.4.5 Help assess, record, and report on the development, progress and attainments achieved by those pupils assigned to you including the termly review of those pupils’ Individual Education Plans and Behaviour Management strategies in consultation with relevant colleagues.
2.4.6 Participate in arrangements, as appropriate, for preparing pupils for external accreditation and assessment approved by the Secretary of State, recording, and reporting such assessments and participating in arrangements for pupils’ presentation for, and supervision during, such examinations where appropriate.
2.4.7 Supervise pupils during break and lunch times in the school and lead and organise leisure activities that will enable students to develop appropriate social skills. 
2.4.8 Attend group meetings, unless a dispensation has been granted, registering the attendance of pupils and supervising them, whether these duties are to be performed before, during or after school sessions in accordance with school policy.
2.4.9 Review, from time to time, your methods of classroom support and programme of work.
	
2.5 Common Areas
2.5.1 You have a duty to promote and safeguard the personal development, behaviour and welfare of children and young people you are responsible for and come into contact with, establishing a purposeful working atmosphere.
2.5.2 Maintain good order and discipline among the pupils and safeguard their health and safety both when they are authorised to be on the school premises and when they are engaged in school activities elsewhere.
2.5.3 Implement school policy on personal appearance, uniform, and behaviour of pupils.
2.5.4 Set high expectations for pupils' behaviour and establish a clear framework for classroom discipline in line with school policy.
2.5.5 Anticipate and manage pupils' behaviour constructively and promote self-control and independence, providing guidance and advice to pupils.
2.5.6 Be aware of, and comply with, all policies and procedures and report all concerns to the appropriate person.
2.5.7 Foster close links between school, and parents/carers.
2.5.8 Attend regular meetings of the staff teams.
2.5.9 To liaise, when necessary, with external agencies (e.g., Education Department, Social Services Departments) and family members.
2.5.10 Contribute to the vocational development of pupils especially in supporting work experience and college placements.
2.5.11 Assist in the conveyance of pupils to appointments and meetings as appropriate. 
2.5.12 Be flexible in working hours to support the 24-hour curriculum.
2.5.13 The health and safety and general well-being of pupils is always of paramount importance. There is an expectation that all staff will help to ensure that the school buildings and environment meet with all related Health and Safety regulations and promote a stimulating learning experience. Maintenance and repairs for any resources must be reported.
2.5.14 Participate in an equitable system of covering absent colleagues in accordance with policies agreed between the LEA and the recognised Teacher Associations/Trade Unions.
2.5.15 Undertake a variety of tasks which might arise whilst responding to the individual needs of the pupils.
2.5.16 Contribute to personal professional development plans.
2.5.17 Undertake any other duties reasonably required from time to time as directed by line management.
	
2.6 Specific Duties
2.6.1 Deal with other returns and requests for information about pupils as required.
2.6.2 Contribute and assist, as required, to keep up to date the records for each pupil in your class.
2.6.3 Contribute to annual reviews and other reports to parents/carers and other stakeholders, in consultation with colleagues.
2.6.4 Help pupils with individual guidance, as necessary, and consult with other professionals, where appropriate.

3. Supervision Received
3.1 Supervising Officer’s Job Title:
 Pastoral School Lead Achievement Coordinator and direct Pastoral Manager.

3.2 Level of supervision: delete as appropriate
1.	Regularly supervised with work checked by supervisor
2.	Left to work within establishment guidelines subject to scrutiny by supervisor
3.	Plan own work to ensure the meeting of defined objectives
4. Supervision Given (excludes those who are indirectly supervised i.e. through others)
	Post Title
	Grade
	No of Posts
	Level of Supervision (as in 3.2 above)

	None
	
	
	


5. Special Conditions
5.1 None

Person Specification
Method of Assessment (MOA)
	AF
Application Form
	C
Certificate
	I
Interview
	T
Test or Exercise
	P
Presentation



	CRITERIA
	ESSENTIAL
	MOA

	Education/ Qualifications
NB: Full regard must be paid to oversees qualifications
	A GCSE qualification, or equivalent, at Grade C and above in English and Mathematics 
A relevant NVQ Level 3 qualification or equivalent
A commitment to undertake relevant training
	

AF/I

	Experience
Relevant work and other experience
	Previous related work with young people with special educational needs ideally with social, emotional, and/or mental health disabilities
Previous successful experience in working with children and young people on an individual basis in supporting their personal development
Experience of working with small groups of pupils delivering interventions to support academic, behavioural, and/or social progress 
	
AF/I

	Skills and Ability
e.g., written communication skills, dealing with the public etc.
	Knowledge of the legal and organisational requirements for maintaining the health, safety and security of yourself and others in the learning environment
Knowledge of SEN Code of Practice
Knowledge of strategies to recognise and reward efforts and achievements towards self-reliance that are appropriate to the age and development stage of the pupils
Effectively input, monitor, and evaluate pupil data to set goals and identify strategies to overcome barriers to learning
Ability to establish positive relationships with pupils through a range of strategies, such as active listening skills, which supports pupils’ social, emotional, and mental health development
An ability to fulfil all spoken aspects of the role with confidence using the English Language  as required by Part 7 of the Immigration Act 2016
Ability to consistently and effectively implement school policies and procedures including behaviour management strategies
Ability to provide levels of individual attention, reassurance and help with learning tasks to achieve intended learning outcomes as appropriate to pupils’ needs, including modifying or adapting activities as agreed with the teacher
Ability to work effectively and supportively as a member of the school team
Ability to mentor and support pupils with complex needs in times of crisis
Ability to act as a positive role model in all aspects
Ability to work effectively with, relate to, and command the confidence of, a wide range of outside agencies and young people and families/carers with different ethnic and social backgrounds 
Working with others, the ability to assess and review the learning of young people in the context of family and other relevant circumstances and plan appropriate responses, drawing on in-school and external advice and expertise where necessary
To be self-motivated and have a flexible approach to working
To be proactive in suggesting innovative ideas to enhance pupil experience and progress in the school
	
AF/I

	Training
	Willingness to undertake training
	AF/I

	Other
	Ability to identify individual needs of pupils
Knowledge of effective mentoring strategies
	



All staff at BCC understand and are committed to Equal Opportunities employment and service delivery.
	As a Disability Confident Committed Employer, we take positive action to ensure people living with a disability or a long-term health condition feel supported, engaged, and able to fulfil their potential in the workplace. 
People with a disability telling us on their application form they wish to participate in the scheme and who can then demonstrate in their application that they meet the essential criteria for the role will be shortlisted and offered an interview.

	Safeguarding

	Everyone has a responsibility to safeguard the welfare of children, young people, and adults at risk, whatever the role of the individual, or Birmingham City Council service or Directorates they work in.
Birmingham City Council will work with the appropriate statutory bodies when an investigation into child abuse or a safeguarding adult’s investigation is necessary.
The Council is committed to safe recruitment practices and recognises that this fits into an overall corporate approach to safeguarding across a range of functions that need to operate together to be effective. This applies to employees, volunteers, work placements, elected members, licencing, school transport arrangements and any other regulated positions.
The Council’s safe recruitment process includes pre-employment vetting which involves establishing full employment histories; proof of identity; satisfactory references; health assessment; checks of qualifications; asylum and immigration checks; and criminal record checks with the Disclosure and Barring Service.
The Council’s website will contain links to the current versions of safer recruitment policies that are in force.
In line with the has an overarching responsibility for safeguarding and promoting the welfare of all children/young people and adults in its area. All BCC employees are expected to:
Work in a way that prevents and protects service users from abuse.
· To be aware of the signs of abuse or neglect.
· Recognise the signs of abuse and neglect; and
· Record and report any concerns or incidents.
· Record and report any concerns or incidents.




At Birmingham City Council (BCC), we are committed to creating an environment and culture that promotes equality, diversity, and inclusion; making sure BCC is a place for people to be their best, authentic selves.
We welcome applications from people of all backgrounds, including those with caring responsibilities and flexible working options will be considered. We are building up our vibrant staff networks for peer-led support, with safe spaces for those who need it and offer access to our talent programmes to support everyone in reaching their aspirations and fulfilling their potential.
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