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                                     Birchington Church of England Primary School
                                                  Job Description – Pastoral Manager and Family Liaison Officer 
     ‘LEARNING AND GROWING; SAFE IN GOD’S LOVE’

Date: September 2022
Name:  TBA                 





Post held: Pastoral Manager & Family Liaison Officer  
Line Manager: Headteacher 
Staff for whom responsible: Behaviour Mentor
Salary Scale: Kent Range 7
Duties: 
The post holder is to provide support, care and understanding to the children of Birchington CE Primary School. To promote care, understanding and support to the parents/carers of the children. To investigate the concerns raised by the children, parents/carers and staff as agreed by the Headteacher. 
Staff Competencies:
Staff competency definitions relate to our expectations of staff and this job description – please see Staff Competency Definitions within our Performance Appraisal and Capability Policy. Detailed information on Personal Competencies, Social Competencies, Operational Excellence and Total Contribution requirements combine with this job description to define this role.

Safeguarding Statement

Birchington CE Primary School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment. The post is subject to an enhanced Disclosure Application to the Disclosure and Barring Service and check against the ISA Barred List For Children. 
Specific Responsibilities

· Leadership and Management of the Learning  & Behaviour Mentor

· Deputy DSL & member of school’s Safeguarding Team

· School’s lead professional for the Early Help process
· Lead staff member for outside agency pastoral support

· Attendance Officer

· Parent/carer, staff and pupil counsellor and provider of staff supervision

· Performance Leader
· First aider

· Media liaison
· PTA member and lead PTA staff link
Accountabilities/Responsibilities:
· To ensure that all pastoral matters are effective and have a positive impact on pupil’s abilities to engage positively with their learning. 
· Leading meetings, when needed 
· Listening to, advising and supporting the Behaviour Mentor and other members of staff in matters related to children’s and staff’s emotional welfare
· Ensure all paperwork is completed, shared and stored correctly according to school policy and GDPR procedures
· Play a key part within the school’s Safeguarding team including: accompanying the Lead DSL (Headteacher) and and/or Deputy DSL/s to Core Group meetings, Child Protection Conferences and MARACs and contributing information and expertise to these
· Assisting in the completion of Social Services safeguarding referrals; preparing and collating safeguarding paperwork; supporting the DSLs with the correct filing of this information and following up concerns or points of action with parents, carers, social workers and outside agencies

· Assisting, advising and signposting parents/carers to other agencies who can support them (e.g. housing, debt)

· Attending court cases with parents/carers under the direction of the Headteacher and assisting them with the completion of relevant paperwork as necessary

· Ensuring good communication between outside agencies and the school and ensuring the SLT/DSLs are kept fully informed 
· To meet on a regular basis with the SLT/DSLs to discuss issues that overlap with absenteesim and Safeguarding issues
· Attending regular attendance meetings with the Headteacher and office staff and following up points of concern including contacting and meeting with parents/carers 

· Prepare a termly list of pupils receiving pastoral interventions, children who are currently Early Help as well as other children who are receiving support from other outside agencies 

· Be the school’s Early Help Leader including, liaising with parents/carers, completing relevant paperwork, liaising with SLT/DSLs and class teachers as well as outside practitioners
· Liaise with local food banks and ensure that specific families are targeted for support
· Organise and distribute donated spare uniform, clothing and items at key points in the year such as Christmas, Easter and transition or when a family is particually vulnerable
· Support parents/carers who suffer from or are suspected of suffering from: mental health, substance or alcohol abuse, domestic violence, debt, housing problems, parents/carers with family members in prison and assist them in addressing these concerns to ensure that their child/rens are not unduly affected by these issues
· Assist the school in engaging with ‘hard to reach’ families
· Work closely with the Community Warden and PCSO in matters relating to children at our school

· Work closely with CAMHS, the School Nurse and other health professionals, and be part of meetings related to this as well as pupil Care Plans

· Listen carefully to children, staff and parents/carers and act as counsellor when necessary

· Be available to parents/carers and staff for either planned or impromptu emotional support

· Be available to provide support for staff or parents/carers in meetings

· Be available to parents/carers for support in emergencies either in person or over the phone both in and out of school hours 

· Be available and conduct home visits when necessary

· Promote equality for all individuals, recognising and encouraging any discriminatory behaviour, recognising client rights, their choices and respect for personal beliefs and identity
· Meet regularly with other Family Liaison Officers to enable personal professional development and ensure that the school is up to date with any procedures or regulations
· Contribute to any school policies relating to this job role
· Attend staff briefings, training and working party groups as required to support the children, school and own professional development
· Lead training when required and disemminate information from training attended to other school staff 
· Always adhere to school policies and procedures and model these behaviours to others
· Take a lead role in the advertising of events, ensuring the school is represented well in the local media
· Apply for grants/opportunities/extra support that can be used to help pupils in school of for vulnerable families
· Direct parents/carers and pupils to outside clubs and other extended school activities
· Provide first aid support and assist the lead first aider where necessary with any health concerns regarding pupils, staff or visitors on site

· Be a Performance Leader for specified staff, encouraging their professional development, appropriate behaviours, ensuring you are fully prepared for performance appraisal meetings and complete all paperwork within the time limits as per the Performance Appraisal and Capability Policy
	Supporting

the School

Standards and

Quality

Assurance
	Where appropriate to:-

· make yourself aware and adhere to school procedures and policies

· develop a relationship to foster links between home and school keeping in mind school confidentiality

· respect the confidentiality of records and other types on information regarding pupils, parents/carers, staff and other stakeholders, keeping confidences appropriately

· liaise, advise and consult with other members of the team supporting children when asked to do so

· contribute to reviews of children’s development and progress

· attend relevant training

· be willing to share professional skills with others

· complete other tasks as directed by Headteacher which fall within the remit of the post

· uphold our Christian Vision,  our Christian and School Values and British Values
· support the aims and ethos of our school
· adhere to all GDPR procedures
· adhere to all policies related to Online Safety and personal internet usage (e.g. Twitter/Facebook etc.)
· motivate pupils and other staff by being enthusiastic, respectful and willing to try new ideas and approaches
· work with colleagues to raise standards and ensure the support we provide of high quality

participate in meetings and be a positive role model to others
be punctual and smartly dressed




Performance Appraisal Targets:
TBA
This job description may be amended at any time after discussions with you, but in any case will be reviewed before the end of February 2023.
Post Holder:            ______________________________
   Date: ___________
Headteacher:          _______________________________
Date:____________
