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                             NEWHAVEN KING’S PARK
    ‘Trust, Restore, Achieve’ 
JOB DESCRIPTION
DEPARTMENT:  Newhaven Outreach Provision 

TITLE  OF POST:
 Pastoral Manager


Grade:  PO2 29 to 32 
Purpose of job
· To promote student and parent/carer involvement and consultation

· To work with the Head of Outreach, SENCO, Interventions Manager, Teachers, Tutors, HLTAs, Mentors and parents/carers to track and promote engagement and attendance

· To communicate, as appropriate, with the parents/carers of students and with outside agencies for additional support to students and to develop preventative strategies

· To work in partnership with families, building on their strengths and promoting parenting capacity and positive family relationships

· To assess and to record and evaluate children’s needs within the context of their circumstances 
· To attend case conferences, reviews, core groups in relation to specific families as directed
· To lead TAC and TAF meetings

· To be a named Child Protection Officer
· To lead on the delivery of the Wheel of Independence, an independent living skills assessment and monitoring platform

· To liaise with the Interventions Manager to plan the delivery of interventions to increase student’s independent living skills
· To maintain appropriate records and to provide relevant, accurate and up-to-date information

· To support the effective transitions into, out of and between sections of Newhaven school
· To exercise responsibilities under the Health & Safety at Work Act, as laid down or as and when amended from time to time by Borough procedures
· To give support and to work with students on an individual basis
· To undertake any other duties consistent with the basic objectives of the post as may be required from time to time by the Headteacher
Use of data and targets 

· To ensure that, through reporting and monitoring systems such as tracking and student reviews, individual students’ progress across subjects is closely monitored and appropriate action taken to support and enhance that progress

· To produce and analyse data from the management information system (MIS) relevant to the post including attendance, behaviour, engagement and attainment data.
· 
Have and ensure the school has up to date information on all students within Outreach provision, such as SEND, Pupil Premium, social care status and involvement of outside agencies.
· 
To contribute to the preparation of reports as required

Attendance and punctuality
· Meet with parents/carers and students when necessary to discuss attendance and punctuality issues

· Promote good attendance and engagement
Pupil management

· To support the implementation of school behaviour policy
· Meet with the Head of Outreach, SENCO, Interventions Manager and/or other relevant staff on a regular basis to discuss the behaviour and possible referrals of students whose behaviour is cause for concern

· Deal with ongoing concerns as and when necessary.  

· Attend meetings with the Head of Outreach as required to effectively manage students

· Communicate with parents/carers as and when necessary
· Undertake wellbeing check-ins as and when necessary

Designation of the Post to which the Post-Holder normally reports to:  Head of Outreach
The job description may be amended at any time following discussion with the Headteacher and member of staff.

NEWHAVEN KING’S PARK
PERSON SPECIFICATION

POST DESIGNATION:  
Outreach SENCo
GRADE:  
Main/Upper +SEN
	EDUCATION TRAINING /QUALIFICATIONS
	SHORTLISTING
CRITERIA

ESSENTIAL/
DESIRABLE
	A=APPLICATION FORM I=INTERVIEW, 

	Qualified in English and maths to at least level 2
	E
	A/I

	Relevant professional qualifications in education, youth or social work or experience of direct work in a paid or voluntary capacity working with young people with SEN/SEMH/ESBA
	D
	A/I

	Relevant experience of direct work in a paid or voluntary capacity working with young people with SEN/SEMH/ESBA
	E
	A/I

	Good working knowledge and understanding of ICT and ability to use word processing, spreadsheet and database software
	E
	A/I

	KNOWLEDGE/EXPERIENCE
	

	Experience of working in a multi-agency setting.
	E
	A/I

	Experience of directing the work of other members of staff
	D
	A/I

	Knowledge of school attendance regulations 
	D
	A/I

	Knowledge of child protection legislation and a willingness to be further trained in child protection issues
	E
	A/I

	Demonstrable experience of working with young people and their families
	E
	A/I

	An understanding of health and safety legislation and its application
	D
	A/I

	PERSONAL SKILLS AND ATTRIBUTES
	

	Ability to work effectively with, relate to and earn the trust of young people, families and carers.
	E
	A/I

	Ability to work effectively with, relate to and to earn the trust of teaching staff, senior management and external agencies.
	E
	A/I

	Excellent inter-personal skills and the ability to share clear and accurate information including knowing when and with whom to share information
	E
	A/I

	Ability to organise and manage work effectively, i.e. being able to prioritise and organise tasks, make decisions, support and delegate when appropriate
	E
	A/I

	The ability to identify the challenges and barriers that many young people with complex needs and emotional school based avoidance experience and to engage in strategies to help them overcome these.
	E
	A/I

	Commitment, enthusiasm, integrity, reliability, a willingness to learn and the ability to work as a team member
	E
	A/I

	Understanding and commitment to equality of opportunity
	E
	A/I

	Newhaven is committed to safeguarding and promoting the welfare of young people and we expect all staff to share this commitment.  The successful applicant will require an enhanced DBS check.
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