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Job Description
Job Title:			Pastoral Hub Support Manager 
Grade:			OAT Grade 5 (Support Staff)
Responsible to:		Inclusion Lead
Liaison with: 	Senior Leadership Team, Inclusion Team, Teaching Staff, Attendance Officer and external partners. 
Contracted Hours:		37 hours per week 
Working Weeks:		39 Weeks (Term time plus inset days)
Working Pattern:	Monday – Thursday: 08:15 – 16:15
	Friday: 08:00-16:00		 
Break Arrangements:	The post includes a 30-minute unpaid lunch break each working day. Breaks and lunch arrangements will be scheduled in accordance with operational requirements and applicable working time regulations.
Purpose: 	
The Pastoral Support Hub Mentor at Ormiston Sir Stanley Matthews Academy (OSSMA) will provide day-to-day targeted pastoral and behavioural support to pupils, particularly those within the Inclusion Hub, to promote positive behaviours, resilience and improved engagement with learning. Working closely with colleagues in Inclusion, Attendance, Senior Leadership and teaching staff, the post holder will mentor a cohort of pupils with social, emotional and mental health (SEMH) needs, implement OSSMA’s mentoring programmes, monitor and track interventions and outcomes, and contribute to whole-school priorities including attendance and personal development.
This role is integral to fulfilling OSSMA’s mission to raise aspirations and close attainment gaps for disadvantaged pupils (PP 42%), ensuring pupils flourish in a safe, psychologically secure environment that reflects the academy’s values of Confidence, Resilience, Enthusiasm, Empathy, Challenge and Kindness (CREECK). The Pastoral Support Hub Mentor will help pupils develop the character, routines and skills required to access the curriculum and opportunities beyond the classroom.
Key Tasks and Responsibilities:
	Core Mentoring and Pupil Support  
	· Mentor a designated cohort of pupils from within the Inclusion Hub, building trusting relationships and providing consistent daily support.
· Monitor and support pupils’ daily achievements, behaviour and routines (arrival, transitions, classroom readiness, task completion).
· Deliver structured one-to-one and small-group mentoring sessions, using OSSMA’s mentoring framework and other SEMH-targeted programmes.
· Co-create personalised support plans with pupils, parents/carers, teaching staff and the Inclusion team to set clear, measurable goals and behaviour targets.
· Model and coach pupils in self-regulation, social skills and problem-solving strategies aligned to OSSMA’s CREECK values.


	Intervention Monitoring, Tracking and Evaluation

	· Maintain accurate records of interventions, behaviour incidents, daily reports and progress data using academy systems.
· Monitor, track and report on intervention outcomes, escalate patterns of concern and recommend next steps to the Inclusion Lead or DSL where required.
· Use qualitative and quantitative evidence to evaluate the effectiveness of mentoring and SEMH programmes and contribute to regular review meetings.
· Support staff to implement reasonable adjustments and targeted strategies for pupils with SEND or other identified needs without lowering expectations.


	Breakfast Club and Transition Provision

	· Support and develop the current breakfast club provision from within the Inclusion Hub, focusing on creating a calm, purposeful start to the day that promotes attendance, punctuality, social skills and readiness to learn.
· Plan and lead activities at breakfast club that reinforce routines, nutritious choices and social interaction, linking these activities to mentoring targets and wider personal development objectives.
· Support transition between breakfast club, registration and lessons to ensure continuity of care and behaviour expectations.


	Attendance and Whole-School Priorities

	· Contribute to OSSMA’s whole-school attendance priority by supporting pupils at risk of persistent absence: early contact, attendance-focused mentoring, and liaison with families and the Attendance Officer.
· Work with families, external agencies and internal teams to remove barriers to attendance and engagement.
· Promote a culture of high expectation and aspiration linked to improved attendance and long-term goals.


	Collaboration, Communication and Whole-School Contribution

	· Liaise regularly with teachers, SEND/Inclusion team, Attendance Officer, pastoral staff and senior leaders to ensure coordinated support and consistent expectations.
· Communicate effectively with parents/carers regarding progress, pastoral plans and attendance matters.
· Participate in relevant staff meetings, CPD and safeguarding briefings; contribute to the development and refinement of whole-school behaviour and anti-bullying approaches.
· Provide cover or supervision for pupils as required and positively contribute to the broader life of the academy, including extra-curricular activities that foster pupil personal development.


	Administrative and Professional Duties

	· Keep clear, timely and confidential records, following academy procedures and data protection requirements.
· Follow academy policies and procedures, including behaviour, safeguarding, SEND, equality and health & safety.
· Take part in appraisal and professional development activities; provide feedback on resources, programmes and practises used within the Inclusion Hub.




General Responsibilities
All staff are required to adhere to the spirit and letter of the Academy's Equality Policy, respecting diversity, promoting equality of opportunity and challenging discrimination on the grounds of any protected characteristic. 

All staff are part of a wider academy team and are expected to support the values, ethos and priorities of the academy as defined in the Academy Improvement Plan. This requires flexibility, responsiveness to the needs of students, parents and colleagues, and a willingness to undertake reasonable additional duties commensurate with the grade of the post. 

All staff work in accordance with statutory requirements and academy policies and procedures and are expected to maintain an up-to-date knowledge of these. Staff should identify and communicate any training or support needs to their line manager.
On occasions the post holder may be expected to carry out reasonable duties or roles or additional tasks, as requested by the Principal and Governors, which are not specifically detailed in this job description.

This job description may be amended at any time following discussion between the Principal, Assistant Principal, Human Resources Officer and the member of staff and may be reviewed annually.

Professional Development
· Access to a structured induction and ongoing CPD relevant to SEMH, mentoring, behaviour management, safeguarding and attendance strategies.

· Opportunities to attend accredited courses (e.g., trauma-informed practice, counselling skills, specific SEMH intervention training) and in-house mentoring/coaching development.

· Regular supervision and performance review with line manager (Inclusion Lead) and participation in appraisal linked to career progression pathways within the academy and Ormiston network.

· Encouragement to engage with cross-school working, sharing best practice and contributing to whole-school improvement projects that align with OSSMA’s vision of high expectations and widening pupil opportunities.
Safeguarding:
All staff at the Academy are employed to support and promote our key vision: Create a safe place where all students can learn, thrive and achieve no matter their background.
All staff have a statutory responsibility for the safeguarding of children and the promotion of their welfare. This always means that, staff must consider what is in the best interests of our children and young people. To fulfil this responsibility effectively, all staff are required to:
· Ensure that they are aware of the Academy policy and procedures for child protection and safeguarding.
· To become aware, by attendance at relevant training, of the signs and symptoms of abuse.
· To attend annual refresher training as required and to have completed Level 1 Safeguarding and Prevent training.
· To report all causes for concern to the Designated Safeguarding Lead (DSL) or deputies via CPOMS
· Ensuring safe working practises and maintaining professional boundaries at all times, including during off-site activities and digital communication
· To ensure the safety of all students in the school learning environment both indoor and outdoor.
· Contributing to multi-agency safeguarding meetings or Early Help processes when required and supporting follow-up actions.
· To carry out or contribute to risk assessments as required.


Person Specification and Selection Criteria 



	Qualifications & Training 

	Good standard of literacy and numeracy
	Essential

	GCSE English and Maths (or equivalent)
	Essential

	Relevant qualification in education, mentoring, youth work, behaviour support, safeguarding or related field
	Desirable

	Knowledge, Skills & Abilities

	Strong interpersonal skills and the ability to quickly build positive, consistent relationships with pupils, families and colleagues
	Essential

	Knowledge of SEMH needs and practical strategies to support behaviour, de-escalation, self-regulation and engagement
	Essential

	Ability to plan, deliver and evaluate one-to-one and small-group mentoring interventions
	Essential

	Experience of setting targets, monitoring progress and measuring the impact of support programmes
	Essential

	Good organisational and record-keeping skills, with the ability to maintain accurate and confidential records
	Essential

	Strong ICT skills, including the use of school systems, spreadsheets and data tracking tools
	Essential

	Ability to analyse and use data to inform interventions and support strategies
	Essential

	Effective communication skills when working with pupils, parents/carers, colleagues and external agencies
	Essential

	Understanding of safeguarding responsibilities, professional boundaries and data protection requirements
	Essential

	Experience of working with secondary-age pupils in a mentoring, pastoral, educational or youth work setting
	Desirable

	Experience of supporting attendance improvement and removing barriers to engagement
	Desirable

	Personal Attributes 

	Calm, resilient and reflective practitioner
	Essential

	Ability to model and promote academy CREECK values: Confidence, Resilience, Enthusiasm, Empathy, Challenge and Kindness
	Essential

	Ability to work independently and use initiative
	Essential

	Ability to work effectively as part of a multidisciplinary team
	Essential

	Empathetic, patient and approachable manner
	Essential

	Reliable, professional and able to maintain confidentiality
	Essential

	Flexible and adaptable in response to changing student needs
	Essential

	Positive attitude, enthusiasm and sense of humour
	Desirable

	Special Requirements of the Role 

	Commitment to safeguarding and promoting the welfare of children and young people
	Essential

	Ability to work with vulnerable and disadvantaged pupils, including those with SEMH needs
	Essential

	Willingness to undertake relevant CPD and specialist training
	Essential

	Ability to participate in extra-curricular activities and academy events where required
	Desirable
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