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OLD BUCKENHAM HIGH SCHOOL JOB DESCRIPTION

PASTORAL SUPPORT MENTOR

	Line Manager’s job title:
	Head of Key Stage 3

	Salary:
	Points 7 to 11 of the Support Staff Scale
FTE: £26,403 - £28,142 per annum
Pro rata: £13,804 - £14,975 per annum, including an allowance for holiday pay

	Tenure:
	Permanent 

	Contract type:
	Term-time plus 1 week

	Hours per week:
	22.5


	
THE POST

Old Buckenham High School is a member of the Sapientia Education Trust (SET). SET is an expanding multi-academy trust with 13 primary and 9 secondary schools.  

Old Buckenham High School is located in the beautiful and historic village of Old Buckenham in Norfolk. Our school benefits from being within a stunning, rural setting; with a drive and focus on ensuring our students are provided with every opportunity to become successful members of society. 

We pride ourselves on the experiences we offer beyond the classroom, including a wide range of lunchtime and after school clubs and events, where academic performance and personal development go hand in hand. 

Our academic and personal development curriculum is designed to equip our students with the skills and ‘habits’ necessary to become confident, resilient and ambitious learners and leaders.

We are a strong community school in which mutual respect, tolerance and cooperation is at the heart of our values. The relationship between staff and students is a key strength and we will support, nurture and encourage our students throughout their learning journey with us. We take the wellbeing of our staff seriously and have a collaborative and supportive approach, working together to ensure the best for our students.

Old Buckenham High School is a member of the Sapientia Education Trust (SET). SET is an expanding multi-academy trust with 11 primary and 9 secondary schools.  

We are looking for a hard-working and enthusiastic person with high standards and the 
ability to communicate and interact effectively with others as part of our school as a Pastoral Support Mentor. The core purpose of the Pastoral Support Mentor is to support the pastoral systems in the school, including attendance and behaviour.  

The first six months of employment shall be a probationary period and employment may be terminated by the Trust during this period at any time on one week’s prior written notice.  The Trust may, at its absolute discretion, extend this period for up to a further six months. During this probationary period, performance and suitability for continued employment will be monitored. 

PERSON SPECIFICATION
The professional competencies expected of a Pastoral Support Mentor are:

· The ability to communicate clearly and tactfully using appropriate methods and 
an awareness of the impact of your own communication on others;
· Able to maintain positive relationships with all and able to work as an effective and 
flexible part of a team; willing to change methods of work and routines to benefit 
the team;
· Be able to multi-task and work under pressure;
· Be flexible and resilient in managing and executing their daily responsibilities;
· Able to demonstrate strong planning and organisational skills;
· Willingness to accept responsibility for your own actions; 
· The ability to prioritise effectively, meet deadlines and accept challenges.

The qualifications and experience required of a Pastoral Support Mentor are:

· A minimum of a grade C / 4, or equivalent, in English and Maths GCSE. 
· Have excellent organisational skills and be flexible in managing and executing workloads.
· Have excellent communication skills in person and in writing to respond to staff, parents, students and visitors
· Able to work in partnership with a wide range of teaching and support staff members to deliver the service to the school and its students
· Be able to work with minimal supervision, analyse and problem-solve
· Be able to maintain confidentiality and committed to providing the best possible service to the staff, students and parents
· Be able to conduct themselves in a confident, professional manner
· Have a sound track record of working in a pastoral support function or other support function in a school/organisation
· Be familiar with using IT, including the Microsoft Office package and databases.
· Good literacy and numeracy skills

JOB SPECIFICATION

General Responsibilities

The Pastoral Support Mentor works under the direction of the Heads of Key Stage to follow up on day-to-day attendance issues and behaviour incidents. 

Specific Responsibilities

A non-exhaustive list of specific responsibilities for the role is below, and you will be required to undertake other duties and responsibilities as may reasonably be required.

· To ensure that students at Old Buckenham High School attend regularly and remain safe by working with the Heads of Key Stage to collect and review data relating to attendance, punctuality, and conduct, in order to contribute to early interventions that address any concerns
· To apply the school policies in relation to the safeguarding of students and contribute to the identification and support of students at risk. In coordination with the line manager, instigate appropriate actions.
· To support the work of the Heads of Key Stage by supporting them in their identification of trends and patterns in pupil behaviours and, under their direction, support students whose attitudes to learning may be holding them back from making progress. 
· To work with students who do not engage positively with the behaviour and reward policy and implement effective systems, structures and procedures to secure the improvement of such students, ensure their safety and protect the learning of others. 
· To support the Heads of Key Stage in the successful integration of students who have demonstrated challenging behaviours, or who have experienced social and emotional difficulties in other schools into the school.
· To positively promote and ensure the consistent implementation of all school policies, including assisting the Heads of Key Stage in monitoring and support of the conduct of students in unstructured and structured times and contribute to the operation of a calm, orderly and safe and stimulating environment where all students are valued and encouraged to fully participate.
· To make and deal with referrals with an identified pupil or cohort and ensure that appropriate records are kept and maintained in order to support the child and their family. 
· To investigate reported incidents as requested, ensuring effective recording and follow up and communication with all parties involved.
· To liaise with the SEN department as required. 
· To liaise with external agencies as required.
· Undertake any other duties that are within the scope of the post, as determined by the Head of Key Stage 3.
· To record incidents using the school’s information systems and keep records of incidents dealt with – e.g. bullying, racial incident files.
· 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
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
· Employees are expected to respect and be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
· This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.

The post-holder will be required to comply with the Trust Code of Conduct. The post holder will have access to and be responsible for confidential information and documentation. They must ensure confidential or sensitive material is handled appropriately and accurately. 

The post holder shall participate in the Trust’s programme of Performance Management and Continuing Professional Development.

HOURS OF WORK 

	Paid Weeks per year
	Term Time plus 1 week (39 weeks)

	Hours per week
	22.5

	Normal working Pattern
	Monday - Wednesday 
08:00 - 16:00

	Unpaid Breaks
	30 minutes lunch break where the working day exceeds 6 hours

	Holidays
	Holiday pay entitlement is included in the pro rata salary for the post and there is no entitlement to take holidays during term-time.  

	Annual leave entitlement
	Annual holiday entitlement for full-time support staff will be 34 days (including bank holidays), rising to 38 days after 5 years’ service. 

Holiday entitlement is pro-rata for employees who work less than 52 weeks per year and/or less than 37 hours per week.

	CPD Days
	CPD is included in your pro-rata salary and you will be expected to work on all published CPD Days.  Any additional time required for CPD can be claimed on a timesheet.



REMUNERATION

· Points 7 to 11 of the Support Staff Salary Scale
· FTE Salary: £26,403 - £28,142 per annum
· Pro rata salary: £13,804 - £14,975 per annum

The post-holder will be auto enrolled to join the Trust’s nominated pension scheme for support staff provided by Norfolk Pension Fund. This scheme is a defined benefit scheme with the current employer contribution rate set at approximately 22.70% (please note this rate is subject to change), and employee contributions which vary depending on earnings. Staff do have the option to reduce contributions by 50%.

MID-YEAR ADJUSMENTS – TERM TIME/TERM TIME PLUS

Salary payments are averaged out over the 12 months of the Academic Year. If you 
begin employment with the Trust during the Academic Year, or you have changes made to your contract, a Mid-Year Adjustment calculation will be made. This is to ensure that
employees are only paid for work they will do over the remaining months of the Academic 
Year. This is worked out based on working days of the term time calendar not an equal 
division of full months to be worked.

DRESS CODE

The post-holder will be expected to wear appropriate business attire.  All staff will be supplied with appropriate Staff ID. This must be worn at all times to ensure that students, staff and visitors are able to identify employees.

PRE-EMPLOYMENT CHECKS

Sapientia Education Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
All staff must be prepared to undergo several vetting checks to confirm their suitability to work with children and young people.  The Trust reserves the right to withdraw offers of employment where checks or references are deemed to be unsatisfactory.
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