
	Position


	Pastoral Support Assistant 

	Grade
	PS5

	Department


	Inclusion and Wellbeing Team
	Work Pattern


	36 hours per week
Mon, Tue & Thursday
8.00am to 3.45pm

Fri

8.30am-4.15pm

Wed

8.00am to 3.30pm




Job Profile

	Job Purpose



	To support the day to day running of the School Inclusion and Wellbeing Team and the provision of a wide range of services to support vulnerable students, their parents/carers and the staff who teach them.

To support the pastoral needs of students in designated year groups 11-16 students to ensure that behaviour, safety, well-being and attendance targets are met for these students and/or students.
Promote the values and vision of our School, developing a culture of high expectations and personal responsibility.
Support the consistent implementation of school policies, approaches and expectations.
Promote high standards of behaviour, discipline and personal appearance.



	Key Responsibilities 



	1. Be responsible for dealing with issues of behaviour, safety, well-being and attendance by investigating and resolving pastoral incidents such as poor behaviour, theft, bullying and friendship break-ups.
2. Liaise, communicate with and manage interactions with key internal staff and communicate outcomes to others as appropriate.
3. Organise and attend, and communicate the outcomes of, parent and student meetings following FTE.
4. Coordinate the implementation of Pastoral Support Plans for identified students.
5. Support the effective running of the school’s Reflection Room.
6. Support and promote active student involvement in leadership and learning opportunities, such as School Councils, PALs, community events and school functions.
7. Ensure appropriate records are maintained, as agreed by the pastoral team, including incident logs, detention and Inclusion bookings.
8. Take a role in ensuring high levels of student engagement in learning.
9. Establish and maintain positive relationships and engagement with parents/carers.
10. To support the organisation of Parental Evenings and other year group events.
11. To effectively take accurate witness statements in an investigation and summarise findings
12. Provide general administrative and resource support for the Heads of Year as required; this could include research, display/preparation of documents and communication with parents. 

13. To drop into lessons or part-lessons daily to support students with their learning. 

14. Supervise groups of students in detention, study and/or mentoring. 

15. Undertake break and lunchtime supervision as required. 

16. Ensure a tidy and well-presented working environment within the Pastoral team facilities. 

17. To make a number of positive calls home – each day. 

18. To use school management system to award positive points for students’ positive contributions to school. 



	Person Specification



	Specification
	Desirable
	Essential

	Education and Training
	
	5 GCSEs (or equivalent) at Grade C or above in English and Maths.

	
	Deputy Designated Safeguarding Lead training achieved
	

	Knowledge and Experience
	Experience of working with service providers
	Sound knowledge and awareness of inclusion, welfare and child protection issues.
Experience of working with young people or within schools and working with students and parents

	Abilities and Skills
	
	Excellent written and verbal communication skills.  

Experience of communicating with a wide range of people and organisations.


	
	
	Ability to use Microsoft Office packages including Outlook.  Teams etc 


	
	
	Strong organisational skills and ability to be adaptable.



	
	
	Ability to work effectively as part of a team.

	
	
	Willingness to learn new skills and attend training courses as required

	
	
	Ability to diffuse confrontational situations and calmness under pressure.

	
	
	Self-motivated and able to prioritise work and meet deadlines


