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The Orchard School

Job Description
	Job title:
	Pastoral Support Manager 

	Location:
	Canterbury

	Grade:
	KR 9 (37 hours / Term Time + 3 weeks flexible)

	Responsible to:
	Deputy Headteacher (Pastoral Lead)


Purpose of the Job:

To provide high quality pastoral support to all pupils and to work closely with families and pupils, in particular those in Key Stage 4. To support the work of the class teachers and TAs for pupils, with particular focus on Year 10 & 11s.  To line manage the Pastoral Support Team and act as Deputy DSL, triaging actions alongside the DSLs.  Support the Senior Leadership Team in building positive relationships between home and school; promoting good attendance and positive attitudes to learning. 
Main duties and responsibilities:

1. To act as Deputy DSL, liaising with Primary and Secondary DSLs to triage concerns, ensuring swift action and appropriate school representation at Professionals meetings, delegating to Pastoral Support Team when necessary

2. Provide line management responsibility for the Pastoral Support team. Ensuring workload balance and appropriate accountabilities. 

3. To work alongside the Careers lead to ensure appropriate and sustainable post 16 placements for all Year 11 pupils.

4. To work alongside classroom teachers and support staff in providing high quality pastoral support for pupils.
5. To establish a positive and supportive relationship with all parents and carers, including those who are difficult to engage and need more time and persistence to bring on board, working alongside the Form Tutor and Teaching Assistant to develop better working relationships.
6. To attend multi-agency meetings as a representative of the school and support with the completion of related paperwork as well as ensuring that the statutory process for Education Health Care Plans is adhered to for every pupil.
7. To be responsible for the Year 11 Leavers event and activity schedule after the examinations period.
8. To administer medications to relevant pupils in years 10 & 11 during the school day, keeping accurate records in line with school policy.
9. Take  responsibility for the management of the PSO budget.
10. To work with the Leadership Team on the monitoring of Safeguarding concerns within the school and ensure up to date training is completed. 

11. To lead on transition planning for pupils moving to KS5, coordinating moving on plans and working in conjunction with the local college, training providers and apprenticeships schemes in securing appropriate outcomes for KS4 pupils. 
12. To support Key Stage 4 pupils with post-16 education and training and to ensure that no pupils are NEET. 

13. To ensure all pupil information and records are kept up to date and to work with Form Tutors on Education Health Care Plans and the review process. This includes being present in meetings in order to offer transition advice for the key transfer phases. 
14. To undertake supervision of pupils during break and lunchtime as required and support the team through a pro-active approach to the supervision of pupils.  
15. To work closely with the Attendance Officer in engaging parents/carers and giving clear messages in relation to expectations for pupil attendance.

16. To be willing to undertake Team Teach training and support the Behaviour, Social, Emotional support Policy of the school.

17. To adhere to all school policies and procedures and promote the values and ethos of the school.

18. To undertake any additional duties commensurate with the post and at the discretion of the Head Teacher.
19. To lead, in collaboration with other Pastoral Support Officers, the whole school student council, organising regular meetings and developing the pupil perception of the school community. 
Person Specification

Applicants for the post of Pastoral Support Officer must be able to evidence the following attributes;

· A confident ability to build effective working relationships with a range of colleagues and stakeholders, including parents/carers, teachers and external professionals.

· Excellent communication skills.

· A creative and innovative approach to problem solving.

· Excellent facilitation and presentation skills.

· Strong IT skills including the ability to manage and present data effectively.

· Excellent organisation and time-management skills - needed for prioritising and balancing a busy and varied workload.

· Empathy and emotional intelligence - in order to recognise and be sensitive to the needs of students and parents.

· Analytical and problem-solving skills - necessary for analysing school, local and national data and developing appropriate strategies and interventions in order to maintain 0% NEET.

· An ability to confidently liaise with senior colleagues including in formal settings.

· Confidence in operating flexibly and pragmatically in the face of shifting expectations and pressures.

· A solution focused approach to collaborative working with colleagues and other professionals.

· Excellent interpersonal skills and the ability to work as a team.

· A willingness and ability to develop specialist knowledge and keep up to date with local and national policy and developments.

· An understanding of the EHCP process and of dealing with Safeguarding concerns.

