Job Description

Post Title:

Pastoral Assistant
Pay / Scale:

Band 7, Points 11 – 17, TTO + 5 Days
Post Status:

Permanent 
Disclosure level:
Enhanced
Responsible to:
Lead Head of Year / Deputy Headteacher
Purpose of the job
· Under the Lead Head of Year, support the day-to-day pastoral support and safeguarding, systems and processes across the Academy, ensuring total consistency, efficiency and rigour in approach.

· Provide high quality support and mentoring to students within the Academy, taking ownership for the success of the interventions provided and provide updates to the appropriate Head of Year 

· Support the Deputy DSL and the Pastoral Team in ensuring that the needs of all students who need support at Level 1 and 2 are met

Main Responsibilities
· Work under the direction of the Pastoral Team to support the pastoral care, inclusion and safeguarding needs of young people at Carlton in order to meet targets set by the Head of School and Local Governing Body. 

· Support staff in supervising students in social time, at lesson transition on corridors and at the beginning and end of school.

· Facilitate break and lunch-time activities to effect the highest standards of behaviour across the school.

· Support staff in supervising students on the route to the Technical Studies Centre

· Supervise students who have been removed from lessons in the Behaviour Intervention Room

· Support the Pastoral Teams within Year Admission of students 

· Under the direction of the Lead Head of Year, provide mentoring to students in need of pastoral intervention/support through the development of relationships in order that academic and behaviour progress targets are met.

· Support the Heads of Year and the DDSL in updating the CPOMS, ensuring that that all reported incidents are dealt with effectively and efficiently.

· Contribute to Individual ‘Pupil Risk Assessments’, ‘Early Help’ requests and ‘Pastoral Intervention Plans’ and support colleagues to ensure that they are kept up to date and reviewed regularly so that they remain fit for purpose.

· Support the Attendance Officer in rigorously investigating the whereabouts of all missing students, including undertaking home visits, and update SIMs attendance/CPOMs and alert the DDSL to any concerns.   

· Under the direction of the Pastoral Team, liaise with parents and staff on student inclusion and welfare matters keeping them informed regarding support agreed and disciplinary issues and actions.

· Ensure all student records are kept up to date and that all relevant information is disseminated to staff. 

· Support with Transition from Primary to Secondary School

· Work with the Pastoral Team in coordinating the re-integration of pupils following long term absence, In Year Transfer or exclusion

· Provide support to the Attendance and Pastoral team where required.

· Attend key after school events and fully participate in training days.

· Attend staff training, meetings and briefings as required by the Head of School. 

· Complete AM, Break, Lunch and PM duties as required by the Head of School.

· Accountable for ensuring that students are safe and well looked after across the Academy. 

· Accountable for taking the correct action in relation to safeguarding and pastoral concerns.

· Accountable for ensuring the success of mentoring / support programmes 

