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JOB DESCRIPTION

	CHILDREN YOUNG PEOPLE AND FAMILIES PORTFOLIO
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	Seven Hills School

	POST TITLE
	Student Support & Pastoral Coordinator

	ROLE PROFILE
	LD5

	GRADE
	6 (inclusive of JWCs)

	RESPONSIBLE TO
	Line Manager as defined in staffing structure

	RESPONSIBLE FOR
	As defined in staffing structure

	HOLIDAY AND SICKNESS COVER
	

	PURPOSE OF JOB
	To safeguard the welfare of students, and to offer on-going safeguarding support and react promptly to any situations which arise
To build positive and constructive partnerships with families, engaging with external agencies where required.
To monitor the attendance of students and act quickly to identify and improve poor attendance
To support the development and delivery of the Sex and Relationships Education (SRE) and RSHE curriculums, including running intervention groups 

	RELEVANT QUALIFICATIONS AND EXPERIENCE
	





	JOB DESCRIPTION FOR POST OF: - FAMILY LIAISON AND STUDENT WELFARE 

	CO-ORDINATOR

	SPECIFIC DUTIES AND RESPONSIBILITIES



The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

Main Duties and Responsibilities

MANAGEMENT RESPONSIBILITIES

1. Leading the development of specific areas across the student support team, e.g. admissions, child protection, Looked After Children, management of complex cases, multi-agency liaison, in line with the strategic priorities of the School
2. To be fully trained as a Deputy Designated Safeguarding Lead (DDSL) and to offer on-going safeguarding support and react promptly to any situations which arise
3. Liaison with SLT as appropriate

SAFEGUARDING CHILDREN

4 To work with the Headteacher in ensuring effective procedures for safeguarding children are applied in school and carry out the role of Deputy Designated Safeguarding Lead (DDSL).
5 Attend core group/CIN meetings on behalf of the school and undertake case management under the supervision of the Headteacher
6 Develop and maintain relationships with external colleagues in MAST/Social Care
7 Support school attendance monitoring and follow up on issues with external agencies
8 Provide support to children including informal counselling support where appropriate.

SUPPORT FOR STUDENTS

9 Establish productive working relationships with pupils, acting as a role model and setting high expectations
10 Support pupils consistently whilst recognising and responding to their individual needs including support for pupils in distress
11 Encourage pupils to interact and work co-operatively with others and engage all pupils in activities
12 Attend to the pupils’ personal needs, and implement related personal programmes, including positive behaviour, risk assessments, social, health, physical, hygiene, first aid and welfare matters.  


13 Promoting students’ emotional, social and behavioural well-being at school and out of class activities based on clearly expressed and understood expectations of the students, with the use of learning / behaviour agreements risk assessments and contracts as appropriate.   
14 Providing individual and group support for students – to develop self-confidence, self-esteem and to promote positive attitudes to life and learning
· Create resources for interventions for that can be used by others.
· Support other staff in providing interventions and provide training and guidance to support them as necessary.
· Keep records of intervention work and report outcomes and impacts to the leadership team and other stakeholders.
15 Facilitating home/carer - school links where appropriate and agreed, including phone call, letters, meetings and home visits
16 Utilising the support of external agencies and the local community where appropriate and agreed
17 Building the parent / school relationship
18 Promoting events for parents in school eg. Information giving events / workshops

PARENTS AND COMMUNITY

19 Develop and maintain relationships with parents and carers to encourage participation in school
20 Manage parental concerns particularly in relation to safeguarding and welfare issues.  Assist other staff with the management of parental concerns and ensure procedures for these are followed.
21 Provide support to parents and carers including emotional support where required.
22 Under the guidance of the leadership team, organise and deliver parent workshops.

SUPPORT FOR THE TEACHER

23 Within an agreed system of supervision, plan challenging teaching and learning objectives to evaluate and adjust lessons/work plans as appropriate.
24 Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives
25 Provide objective and accurate feedback and reports as required on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence
26 Record progress and achievement in lessons/activities systematically and providing evidence of range and level of progress and attainment.
27 Work within an established discipline policy to anticipate and manage behaviour constructively, promoting self-control and independence.
28 Production of lesson plans, worksheet, plans etc
29 Implement agreed learning activities/teaching programmes, adjusting activities according to pupil responses/needs as required

SUPPORT FOR THE SCHOOL
               
30 Be aware of and support diversity and ensure all pupils have equal access to opportunities to learn and develop
31 Attend and participate in regular meetings
32 Participate in training and other learning activities as required
33 Recognise own strengths and areas of expertise and use these to advise and support others
34 Support the development and delivery of the Sex and Relationships Education (SRE) and RSHE curricula
35 Supporting teachers in raising levels of achievement for all students and
celebrating student achievement 
36 Supporting students in transition
37 Contributing to the Health & Safety and well-being of pupils and other staff in accordance with Health & Safety regulations and School Policy
38 Being a champion, advocate and voice for students, valuing their opinion and involvement in school activities and improvements
39 Contributing to the development of attendance strategies and incentives across the school
40 Liaising with external agencies where appropriate as well as colleagues in behaviour support roles to create personalised support programmes for students.

Any other duties and responsibilities appropriate to the grade and role

All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies (and/or Policies adopted by the School Governing Body), Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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