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JOB DESCRIPTION

Name:



Post:


Pastoral Support Officer
Grade:


Grade G  Point 20
JOB PURPOSE

To support the Head Teacher by taking responsibility for the development and provision of a complementary service to teachers and support staff in school, addressing the needs of children who need help to overcome barriers to learning both inside and outside the school, in order to achieve their full potential.

MAIN DUTIES

Support for the Pupil
· Monitor the attendance and punctuality of all pupils
· To ensure pupils are aware of the importance of attendance and punctuality
· Develop a 1:1 mentoring relationship with pupils needing particular support on a daily basis.

· Act as a role model for all pupils setting high expectations.

· manage the development and promotion of inclusive practices and the acceptance of all pupils.

· Encourage pupils to interact and work co-operatively with others.

· Supporting the development and deployment of strategies to promote pupil self-esteem and behaviour within established school procedure.

· To co-ordinate the speedy and effective transfer of pupils through the various phases from pre-school settings to secondary including within school.

· Arrange and hold appointments with parents to support pupils 

· Have knowledge of pupils backgrounds and needs and become a person for whom they can turn for guidance /pastoral care

· Support pupils at lunch and break time on the yard, to ensure they have access to pastoral support. 

· To support pupils with their behaviour to ensure they do not impact on the learning of others.
· To use restorative practise to resolve issues between pupils
Support for the Teacher

· Working with the teacher and support staff, to identify those who need extra help to overcome barriers to learning inside and outside school.  

· Identify those children who would benefit most from support and providing appropriate support
· Establish a clear framework for pupil behaviour, anticipate and manage pupil behaviour constructively, promoting self-control and independence, in line with established school policy.
· To be the first point of contact for teachers with concerns about behaviour
· Maintain regular contact with families/carers of children in need of extra support, keeping them informed of the child’s needs and progress and to secure positive family support and involvement.

· To work closely with the class teacher and SEND to ensure that the needs of those with special educational needs are met.
· Support teachers with individual pupils behaviour via guidance and practical support within class.
Support for the Parent
· Support parents of children with early signs of social, emotional, health or behavioral issues and work with them, school staff and other support agencies to address problems that may prevent engagement with school and learning.

· Provide impartial information or referrals to parents about the school and relevant local services available to parents, children and families, including those provided by education, social care, youth justice, childcare providers, the voluntary sector and others.

· At the request of parents and the school, talk to children experiencing difficulties and convey the voice of the child to parents and school staff.

· Work with parents in a school context, supporting them and building their engagement with their child’s learning.

· Promote a good climate for parental communication so they are able to understand how to carry out effective dialogue with teachers about their children’s progress.

· Ensure parents feel confident to engage with their child’s learning by facilitating and arranging family learning opportunities at the school such as English for speakers of other languages (ESOL) and computer literacy classes.

· Work with parents to develop positive strategies to ensure good standards of behavior and regular attendance at school.

· Give close attention to early identification and prevention of absence habits.

· Work with parents to identify why a child is not achieving full attendance. Ascertain the probable causes of the absences and suggest and assist in the implementation of

· plans/action to resolve the situation, working closely with school staff, the child and the child’s family.

· Work with parents and pupils to avert potential exclusion and, when exclusion has occurred, ensure there is a proper strategy for tackling the issue that led to the exclusion and for reintegrating the pupil into school on their return. 

· Carry out home visits where appropriate to support parents in encouraging their children to:

· develop effective life skills, such as planning and preparation for the school day

· engage productively with the curriculum

· respect the school’s rules and ways of working

· develop positive attitudes and relationships within the school community

· develop good habits of homework

· participate in extra-curricular activities

Support for the Curriculum

· To have and disseminate knowledge and appreciation of the range of activities, courses, opportunities, agencies and services that could be drawn upon to provide extra support for pupils.
· To support on educational visits 
Support for the School

· Comply with all school policies and in particular the procedures relating to child protection, health, safety and security, confidentiality and data protection. Report all concerns to an appropriate person.

· Be aware of and support difference to help ensure everyone has equal access to the services of the school and feels valued, respecting their social, cultural, linguistic, religious and ethnic background.

· Contribute to the school ethos, aims and development plan.

· In collaboration with the SENCO and other appropriate members of staff, mange the sharing of relevant information between local agencies and schools and be the joint point of contact for accessing a range of community and specialist support services for example, Social Services, Education Welfare Service.

· Attend and participate in network meetings sharing best practice to support others.

· Undertake personal development through training and other learning activities, including performance management as required.

· Undertake all associated paperwork and admin for the role 
· To assume the role of a deputy safeguarding officer 

· To raise attendance across school and Monitor whole school attendance data

· To collate, maintain and update attendance data

· To support the system of first day response in school

· To work with pupils and families who are persistent absentees 

· To hold attendance and punctuality panels every term with parents who are not meeting attendance expectations. 

· Monitor holiday requests and penalty notices 

· Assist the Head teacher and Assistant Head teacher in overseeing of the welfare and social behaviour of pupils. 

Note
This is not a comprehensive list of all tasks which may be required of the post holder. It is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade.

Line Management

· To take a lead role in the recruitment of support staff and in managing associated employment procedures
· Management responsibility for designated support staff including performance management, attendance, training and development.

· To take a lead role in relation to recruitment and selection and effective induction to designated support staff posts.

· Responsible for the effective communication with designated support staff, holding regular team meetings with managed staff.

GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All staff are responsible for the implementation of the Health and Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

School has approved a policy on Equal Opportunities in Employment and copies are freely available to all employees.
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