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PASTORAL SUPPORT WORKER
	
JOB DESCRIPTION 



	Job Title: 		Pastoral Support Worker
	Grade:  	C Grade		


	Reports To: 		Assistant Headteacher (Pastoral)

	Leads & Manages:  		

	Role Profile:		Student Inclusion Assistant 

	Role Profile Number: 	01566

	Working Hours:	35 hours 	8:30am – 4:00 pm
					39 weeks per year (Term Time plus inset week)




	Aim and Main Purpose of the Job:

Providing support for the Pastoral Team, taking prompt, direct action on pastoral issues, liaising with Heads of Years and the Assistant Headteacher with responsibility for pastoral care. 

Liaising with Assistant Headteacher (Pastoral) and the Leadership Team, Heads of Year, other inclusion leaders and relevant staff with cross-school responsibilities, relevant support staff, external agencies and parents/carers. 


	Key Tasks:

· To support and guide all students in their personal development.

· To help reduce the social and emotional barriers to learning for vulnerable students.

· To ensure high standards of behaviour across all assigned year groups. 

· To play a full role in the management of behaviour in the school.

· To supervise whole school sanctions such as detention and isolation as part of pastoral duties.

· To act as a mentor for targeted students and monitor their behavior.

· To carry out restorative conversations between students where appropriate.

· To investigate incidents of poor student behaviour as they arise or as directed.

· To keep up-to-date records of student behaviour, actions taken and parental meetings using the school’s information management systems.

· To contact and meet with parents/carers where appropriate.

· To support the Pastoral Team in organising, managing, supervising and evaluating pastoral events during the course of the academic year. This may include events such as options process, trips, transition, year group events and assemblies.

· To liaise with the SENDCo and the Wellbeing Team to identify appropriate support for targeted, vulnerable and at-risk students.

· To provide support and advice to students in line with promoting their academic achievement, social care and personal development.

· To encourage positive attitudes to learning and behaviour in and around school.

· To be on-call and be available to respond as needed throughout the day. 

· To collect and collate statements relating to incidents, following up directly when appropriate.
 
· To liaise with individual teachers and departments in relation to the behaviour and progress of individuals and groups of students. 

· To record incidents using the school’s information systems and keep records of incidents dealt with e.g. bullying, racial incident files, isolation logs.

· To be aware of and comply with policies and procedures relating to Child Protection and all aspects of safeguarding children. 

· To contribute to the review and evaluation of school intervention strategies in consultation with the Wellbeing Team and SENDCo to maintain high standards of behavior. 

· On call directed as required.

Additional Duties

· To carry out such other duties and responsibilities as may be agreed with the Headteacher from time to time.

· First aider

· Assess staff and student medical needs and administer front-line first aid eg plasters, bandages etc. and other remedies/action. 

· Refer for onward assessment and treatment by medical practitioner, hospital etc



































	GENERAL INFORMATION

	


Equality of Opportunity

	
· To take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying.
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors.


	


Confidentiality and Data Protection

	
· To treat all information acquired through employment, both formally and informally, in strict confidence.
· Be aware of the school’s responsibilities under the Data Protection Act (GDPR) for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.


	

To Contribute as an Effective and Collaborative Member of the School Team
	
· Any other duties as reasonably required by any manager of the school.
· Participating in the ongoing development, implementation and monitoring of the business plans.
· Attend meetings as required and make a positive contribution during meetings.


	
Child Protection

	
· Being aware of and complying with policies and procedures relating to child protection reporting all concerns to an appropriate person.


	
General Policies & Procedures
	
· Being aware of and complying with policies and procedures and in particular health & safety reporting all concerns to an appropriate person. 
· Awareness of responsibilities of the governing bodies.




	Signature
	
	
	Date
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PASTORAL SUPPORT WORKER
	
PERSONAL SPECIFICATION





	Qualifications
	Essential
	Desirable

	GCSE English & Mathematics (or equivalent qualification)

	
	




	Experience
	Essential
	Desirable

	Experience of School and classroom based learning environment

	
	

	Knowledge and understanding of the problems and issues families/parents face which affect behaviour, attendance and punctuality.

	
	

	Knowledge of child development

	
	

	Experience of working with children and young persons

	
	




	Skills and Aptitudes
	Essential
	Desirable

	Excellent communication skills which enable positive resolutions of difficult situations

	
	

	Ability to listen effectively

	
	

	High Level of self-motivation and the ability to work on own initiative

	
	

	Ability to work as part of a team and to establish good working relationships

	
	

	Experience of working with key agencies to resolve situations

	
	

	Knowledge of child protection / safeguarding procedures

	
	




	Personal Qualities
	Essential
	Desirable

	An understanding of the importance of promoting and safeguarding the welfare of children

	
	

	Common sense and initiative

	
	

	Ability to relate effectively to students

	
	

	Flexibility to adjust to change and development
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