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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Pastoral Assistant
Salary:	Band 7, Points 11 – 17 
Hours of Work:	37 hours per week, TTO + 5 Days
Post Status:	Permanent 
Disclosure level:	Enhanced
Responsible to:	Head of Department

Role Overview
The Pastoral Assistant will work under the Associate Assistant Headteacher to help deliver consistent and effective pastoral care and safeguarding across the school. The role involves mentoring students, supporting Level 1 and 2 interventions, and ensuring their needs are met in collaboration with the Deputy DSL, Heads of Year, and the wider pastoral team.

Responsibilities
· Support the pastoral, inclusion, and safeguarding needs of students under the direction of the Pastoral Team and Associate Assistant Headteacher, contributing to behaviour and academic progress across the school.
· Supervise students during social times, lesson transitions, and movement around the site, including to the Technical Studies Centre, ensuring a calm and orderly environment.
· Facilitate structured break and lunch-time activities to promote positive behaviour and engagement.
· Oversee students in the Behaviour Intervention Room and assist with reintegration following absence, exclusion, or in-year transfers.
· Provide mentoring and pastoral support to identified students, helping them meet academic and behavioural targets through positive relationships and consistent intervention.
· Maintain accurate records on CPOMS and Bromcom, ensuring incidents, attendance concerns, and safeguarding matters are logged and followed up promptly.
· Contribute to pupil risk assessments, Early Help requests, and pastoral intervention plans, ensuring they are regularly reviewed and fit for purpose.
· Support the Attendance Officer in investigating unexplained absences, including conducting home visits, and escalate concerns to the Deputy DSL.
· Liaise with parents and staff regarding student welfare, inclusion, and behaviour, keeping them informed of support and actions taken.
· Assist with student admissions, transitions from primary school, and support the pastoral team in ensuring smooth onboarding processes.
· Attend staff training, briefings, and key school events, and complete assigned duties including AM, break, lunch, and PM supervision.
· Ensure student safety and wellbeing across the school, taking appropriate action on safeguarding concerns and contributing to the success of mentoring and support programmes.
· Provide flexible support to the Attendance and Pastoral teams as needed, demonstrating a proactive and collaborative approach.

PERSON SPECIFICATION – Pastoral Assistant
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Understanding of safeguarding and child protection procedures
	*
	
	A/I

	Knowledge of pastoral care and behaviour management strategies
	*
	
	A/I

	Awareness of issues affecting young people, including SEMH needs
	*
	
	A/I

	Understanding of school systems such as CPOMS and Bromcom
	
	*
	A/I

	Relevant qualification in education, youth work, or child development
	
	*
	A/C

	
	
	
	

	
	
	
	

	EXPERIENCE
	
	
	

	Experience working with young people in an educational or pastoral setting
	*
	
	A/R

	Experience supporting students with behavioural or emotional needs
	*
	
	A/I

	Experience liaising with parents/carers and external agencies
	
	*
	A/I

	Experience maintaining accurate records and using safeguarding systems
	*
	
	A/I

	Experience conducting home visits or attendance follow-up
	
	*
	A/I

	
	
	
	

	
	
	
	

	SKILLS 
	
	
	

	Strong communication and interpersonal skills
	*
	
	A/I

	Ability to build positive relationships with students and staff
	*
	
	I/R

	Ability to manage and de-escalate challenging situations
	*
	
	I

	Ability to work independently and as part of a team
	*
	
	I/R

	Competent in using digital systems for record-keeping and reporting
	*
	
	A/I

	Ability to maintain confidentiality and professionalism
	*
	
	I/R

	
	
	
	

	
	
	
	

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Calm, resilient, and composed under pressure
	*
	
	I/R

	Flexible and adaptable to changing needs
	*
	
	I/R

	Reliable, punctual, and committed to the role
	*
	
	I/R

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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