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Job title			Behaviour & Pastoral Assistant  

Location:			Ormiston Denes Academy, Lowestoft
	
Responsible to: 		Assistant Principal – Behaviour & Attitudes

Grade: 				OAT Grade 2 points 3-5 

Hours of work:			30.50 hours per week, Term time plus one week for Professional Development 

Disclosure level:		Enhanced Disclosure and Barring Services Check (DBS)

Overall role purpose:    	To work as part the pastoral team alongside the in order to ensure students receive well-resourced and prepared lessons.

Teaching and learning
· Work with individual students to support reintegration to lessons for a short period of time.
· Support students to attend lessons promptly.
· Support teachers by following the On Call system and removing students promptly from lessons if required. 
· Offer first aid and regulation support to those who are finding their engagement in learning difficult. 

Pastoral support
· Support mentoring sessions with some hard-to-reach students to remove barriers to learning and enable them to be successful. 
· Support students settling in the Reflection Room by discussing issues that have led to the consequence, and applying support needed on a case-by-case basis. 
· Preparing students for detentions and restorative conversations. 
· Run student services to enable students to seek support, or access the Rewards Shop
Personal and welfare support
· Supporting students’ emotional and social well-being, reporting any problems to the teacher/DSL.


Systems, policies and procedures
· Contribute to maintaining a safe environment.
· Responsible for the careful and safe use of equipment.


Team involvement
· May demonstrate own duties to new or less experienced staff.


Building professional relationships
· Communicate with students to support learning and development and encourage acceptable behaviour.
· Exchanging information with staff and parents/carers.


Record keeping and information management
· Record basic student data and provide feedback to the wider pastoral team and teaching staff. 

Problem solving and decision making
· Identify straight forward solutions to simple problems and minimal personal initiative required. 

Knowledge, skills and experience
· GCSE in maths and English as a minimum plus any related area or equivalent or equivalent experience.
· IT and keyboard skills.
· Knowledge and compliance with policies and procedures relevant to health and safety and child protection.


Physical demands and working conditions
· May be required to stand for long periods. 
· This role is predominantly ambulatory and not desk based. 
· Potential exposure to unpleasant conditions e.g., noise, outdoor working.

General
· To contribute to the overall ethos, work and aims of the academy.
· Actively participate in performance management.
· Identify personal training needs and other learning activities as required.
· Develop an understanding of policies and procedures, complying with their contents and raising concerns in a timely manner.
· To recognise own strengths, areas of expertise and use these to advise and support others.
· The post holder may be required to undertake other duties that are commensurate to the post holder’s abilities, position and grade.
· The duties listed above are examples of duties at this level, and other duties of a similar level/nature may be undertaken by individuals and are not excluded simply because they are not itemised.
The duties and responsibilities of this post may vary from time to time and post holders may be expected to undertake other duties of a similar level/nature which is considered appropriate to the level of this post.














	PERSON SPECIFICATION

	Criteria
	Essential to basic performance of job
	Required for fully competent performance of job

	Knowledge

	Technical or specialist
	· Experience of working with students.
· Knowledge and use of a range of equipment.
· Basic knowledge of first aid.
· Recognised competence in literacy and/or numeracy.
	· Broad awareness and understanding of medical conditions such as asthma, epilepsy etc.
· Awareness of health and safety procedures.
· Experience of one-to-one support, where appropriate.

	Literacy and numeracy
	· Ability to read and understand instructions.
· Ability to complete reports such as incident report form, behaviour diary, progress report etc.
	· NVQ2 or equivalent in related area.


	School environment
	
	· Knowledge of academy policy and procedures.

	Mental skills

	Research
	· Assist teacher with information gathering and resources as appropriate.
	

	Problem solving
	· Ability to recognise and resolve or report problems.
	

	Thinking creatively / developing new ideas
	· When supervising/ working with small groups of students the post holder must be able to adapt support given to students depending on age and/or ability.
· Assist teacher in creating a positive learning environment.

	

	Interpersonal and communications skills

	Caring skills
	· Sensitivity to students' needs.
	

	Advising/guiding skills

	· Advising and guiding students on the best way to handle situations, under the teacher's direction.
· Encouraging students to participate in or complete tasks.
· Ability to conciliate between students in playground or classroom disputes.
· Providing basic advice to other teaching assistants.

	· Providing information to other members of staff in relation to students’ behaviour, activities and general progress.

	Verbal and written
	· Ability to communicate clearly.
· Ability to encourage participation and give feedback to students.
· Ability to maintain appropriate level of confidentiality.
· Attending and contributing to review and other meetings, as appropriate.
· Administering reading and spelling tests, under the direction of the teacher.
	

	Physical skills

	Keyboard skills / use of mouse
	
	· Ability to use keyboard and mouse required if supporting students using IT equipment.

	Other manual skills
	· Use of guillotine, craft knives, glue guns etc. when displaying work or assisting students in practical lessons.
· Help students to use tools and equipment as required to support learning.
	

	Other attributes

	Level of autonomy
	· Work is covered by set policies and procedures.
· Teaching assistants at this level will have a greater level of autonomy than those at level 2, although their work will still be managed by the teacher, SENDCo or a more senior teaching assistant.
· Able to work with small groups of students when carrying out specific tasks or on field trips, etc.
· Able to supervise larger numbers of students during break/lunchtime.
· Able to make decisions on when to refer queries/problems to another member of staff.
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