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Position of:

 Pastoral Support Assistant

Responsible to: 
 Deputy Headteacher - Pastoral  

Buck Pay Range:   3 
Probation Period:  6 months 
Hours: 8.00am – 3.30pm Monday – Thursday, 8.00am – 3.00pm Friday Term Time only plus 5 INSET days.
Main Purpose of the Role:
To assist the Deputy Headteacher (Pastoral), Key Stage Leader and Year Team Leaders, supporting by:

Behaviour:

· To support the Year Team Leaders (YTLs), Key Stage Leader (KSL’s) and Senior Leadership Team (SLT) with obtaining statements, reviewing CCTV footage, liaising with parents, and completing associated paperwork.
· To complete paperwork, support reintegration meetings and ensure pastoral actions are implemented for all Suspensions.
· To support the YTL’s/KSL/SLT in ensuring that all students are wearing the correct school uniform via the morning ‘line up’ process.
· To support YTL’s/KSL with monitoring and reviewing behaviour patterns and taking appropriate action in accordance with school policy.
· To set up, review and administer Pastoral Support Plans in conjunction with the YTL’S/KSL.

· To complete behaviour logs and intervention logs where appropriate for students near permanent exclusion.

· To ensure teachers are made aware of their detention slots and organise cover if needed.

· To support YTL’s/KSL and Inclusion Room Staff to engage with students who have previously been in the Inclusion room to continue their reintegration into lessons.

· To track, monitor and put in place interventions for students alongside the YTL’s/KSL. 
· To organise the weekly inclusion afternoon for students who have missed detentions by generating the report, emailing families, and updating attendance.

· To book in late detentions in Bromcom and emailing parents informing them.

· Timetable staff onto the rota for inclusion afternoons and pastoral detentions. 
Attendance:

· To provide support to Attendance Officers, YTL’s/KSL, and liaising with them on appropriate action to be taken for attendance issues and concerns.

Detentions / Restorative Conversations:

· To support staff at the start of the detention / restorative conversation process.
· To collect and share data on detention attendance. 
· To support where required restorative justice/mediation meetings between students and/or staff to bring issues to a satisfactory conclusion or to enable students to move forward.
· To support with the organisation of detentions, including tracking students and teachers’ attendance, ensuring escalation if either do not attend.

Emotional Well-Being:

· To signpost students with emotional difficulties to Stapleton House through the existing referral system. 

· To interface with students and deal with day-to-day issues and concerns whether in school or outside, taking appropriate action according to school policy, referring where necessary and enabling them to attend school and reach their full potential.
· As appropriate telephoning parents/carers in relation to their child’s behaviour and learning within school.

Administration:
· To organise and manage the administration of relevant events as per school calendar, in liaison with the KSL.
· Collate data and populate presentations half termly for rewards assemblies. 
· To provide general administrative support to the Pastoral Team as required
Support for the School

As a member of staff at The Grange School:

· Be aware of and comply with policies and procedures relating to child protection, health, safety, security, confidentiality, and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference to ensure all students have equal access to learn and develop.
· Contribute to the overall ethos / work/ aims of the school.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings.
· Participate in training and other learning activities and performance development as required.
· Assist with the supervision of students, as per school policy, before school, break, and lunchtime.

Skills Required:
· Ability to work as a member of a team.
· To work with initiative. 

· Good organisational skills.
· A willingness to engage in IT training for school specific systems.

General Requirements

· Attend scheduled meetings.
· Actively seek to develop professionally.
· To be an effective team member, recognising the challenges such that the role presents.

· Ability to use Microsoft Word, Excel, Satchel, and the school Bromcom database.

· Participate in the school appraisal process.
· Work within the terms and conditions of Bucks Pay employees.
· Carry out all duties and responsibilities with due regard to the school policies.
· Be subject to a police criminal records check (enhanced disclosure) from the Criminal Records Bureau.
· In accordance with the provision of the Disability Discrimination Act 1995, perform all duties and tasks with reasonable adjustment, where appropriate.
· Be prepared to carry out additional duties, which may be required by the Headteacher. 

