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Barnwell School - Job Description

Job Title:		Pastoral Support
Reporting To:	Pastora Manager
Pay Scale:		H4
Hours:			37 Hours Term Time plus 5 Training Days 

Job Purpose:
	
· To provide support for the pastoral team and its stakeholders and administrative support (KS3).
· To support the school in the implementation of its key priorities as detailed in the School Improvement Plan
· Provide support and advice to students in line with promoting positive behaviour,
their social care and personal development with respect to learning and health and safety.
· Support Head of Year to maintain processes and procedures for the key stage team that are in line with school policies, support learning and promote effective internal/external school communications 
· Promote and secure exemplary standards of student conduct, discipline and dress code
· Be aware of and comply with policies and procedures relating to Child Protection and all aspects of safeguarding children
· Support team members in achieving the key stage targets
· Focus on the individual student and personalise the school’s response to their needs

Attitudes and Disposition:

· Work flexibly and efficiently as part of a team and liaise closely with other team members
· Manage and prioritise their own workload, will have good interpersonal skills and be prepared to play an equal role in a busy and demanding environment
· To maintain absolute confidentiality in all school related matters and to prevent disclosure of information on sensitive issues
· Always maintain a calm, positive and professional approach when dealing with staff, students and parents
· Maintain a tidy and organised office environment conducive to efficient working practices

Core Responsibilities and Duties:	

· [bookmark: _Hlk193376055]Use the Therapeutic Thinking approach when managing and dealing with all pastoral issues or incidents. 
· Working with students to resolve issues and disputes
· Supporting students with statements - Investigate incidents fairly and ensure students are given the opportunity to be heard. Produce incident overviews and liaise with relevant pastoral leads regarding actions
· Ensure contact is made to parents/carers whenever incidents are dealt with by self or when delegated to contact by others.  Initial contact must be made on report of incident and within 48 hours with conclusion/update of incident
· Produce appropriate records of incidents dealt with – e.g., bullying, racial, sexual harassment and homophobic incident files
· Assist with the maintaining of administrative and student recording systems, both paper-based and computerised
· To be a visible presence around campus during lessons change over. Ensuring students are adhering to uniform expectations and arriving punctually to lessons
· [bookmark: _Hlk193376334]Be an active part of the duty and ‘on call’ team
· Support Head of Year with monitoring of the pastoral curriculum during tutor times
· Arrange parental meetings for/with Head of Year 
· Type meeting notes, log on CPOMS and communicate with parents
· Work alongside the Head of Year and support with the administration of rewards trip for students
· Organise and produce student reports on Edulink
· Monitor and oversee students on ‘Pastoral Intervention’ reports and liaise with and update parents/carers weekly with regards to progress.
· Monitor and log equipment and uniform concerns, ensuring that students have school issued items to wear while being provided with a uniform pass. 
· Complete paperwork and process isolations and suspensions
· Processing student detentions and log on Edulink. Ensure detentions are communicated with parents/carers
· Log student interventions on Provision Mapping
· To act as a First Aider and keep first aid qualification up to date, providing first aid in line with the school’s First Aid Policy and procedures, including the completion and maintenance of electronic records of accidents and injuries. Support the Lead First Aider with the administration of student medication.
· Support with Fire Evacuation Procedures
· Perform other relevant tasks as directed by your Line Manager
									

Health and Safety

Be aware of and comply with policies and procedures relating to child protection, health and safety, confidentiality and data protection and report all concerns to an appropriate person

Additional Information

The post holder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities and engage actively in the Performance Management Review process as required by the schools’ policies and practices

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties, including the provision of high quality teaching and learning and the safeguarding, wellbeing and care of students. Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post, and it should be noted that the post-holder is expected to carry out such duties as may reasonably be required by the Headteacher from time to time.


Person Specification: Pastoral Supprot
Qualifications and Training
	Criteria
	Essential
	Desirable

	Good standard of general education (GCSEs or equivalent in English and Maths)
	✅
	

	First Aid qualification (or willingness to obtain)
	✅
	

	Evidence of ongoing professional development
	
	✅


Experience
	Criteria
	Essential
	Desirable

	Experience working in a school or educational setting
	✅
	

	Experience in administrative roles, including data handling and file management
	✅
	

	Experience working with parents/carers and external agencies
	✅
	


Knowledge and Skills
	Criteria
	Essential
	Desirable

	Understanding of safeguarding and child protection procedures
	✅
	

	Strong organisational and time management skills
	✅
	

	Excellent communication and interpersonal skills
	✅
	

	Ability to analyse and present data effectively
	✅
	

	Proficient in using ICT systems (e.g., Microsoft Office, school MIS)
	✅
	

	Understanding of school improvement priorities and behaviour policies
	✅
	



Personal Qualities and Disposition
	Criteria
	Essential
	Desirable

	Calm, positive, and professional approach
	✅
	

	Ability to work flexibly and collaboratively as part of a team
	✅
	

	High level of confidentiality and discretion
	✅
	

	Empathy and sensitivity when working with vulnerable students
	✅
	

	Commitment to promoting high standards of student conduct and personal development
	✅
	

	Ability to work independently and manage own workload
	✅
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Achieving Excellence Together




