
Pastoral Assistant – Job Description

	Job Title:
	Pastoral Assistant


	Line Manager:
	Head of Site


	Date:
	Nov 2023
	Grade: CAT Grade 5, point 14
£22,595

	Full time equivalent £22,595
Actual £15,897



	Hours:
	30 Per Week


	39 Working weeks per year
	45.2479 paid weeks per year

	Normal Working Hours
	8.45am to 3.15pm
	Monday to Friday
	1/2 hour lunch per day



To work as part of the team to ensure children are safe from harm.
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	PRINCIPAL ACCOUNTABILITIES

· Act as a role mode and set high expectations of conduct to ensure that good behaviour is maintained.
· To support the Pupil Support Officers (PSO’S) in ensuring safeguarding and positive well-being of students in school.
· To liaise with PSOs to support students in school regarding attendance, behaviour, well-being and progress. 

· To work with the Pastoral Team to identify appropriate support for targeted, vulnerable and at risk students. 

· To provide high quality care and nurture for all students, providing support and guidance for all students in their personal development. 

· To act as a mentor for targeted students and monitor their behaviour. 
· To mediate between students to help to resolve any issues that may arise.

· To support students during their break and lunchtimes.
· To carry out student supervision duties.
· Contribute to the development of policies relating to behaviour management and well-being and undertake training with staff groups to ensure a consistent approach throughout the school.
· To maintain and update records relating to student behaviour and safeguarding; sharing information with colleagues as appropriate.

· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety, security, confidentiality and data protection, reporting any concerns to the appropriate person, to maintain a safe and secure learning environment for students.

· Participate in training and other learning activities as required and attend relevant meetings to ensure own continuing professional development.
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	NECESSARY EXPERIENCE

· Successful recent experience of working with children of relevant age.

· Ability to apply behaviour management policies and strategies, which contribute to a purposeful learning environment.

· Understanding of relevant policies, codes of practice, legislation.  Basic knowledge of first aid an advantage.

· Must be able to use own initiative, work independently, motivate and inspire with a creative approach to problem solving.

· Must have excellent communication skills, both verbal and written.

· Must have the ability to work calmly under pressure and have the ability to adapt quickly and effectively to changing circumstances/situations.
· Handling safeguarding concerns, including following confidentiality measures.
· To willing to undergo First Aid training.
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	JOB CONTEXT

To work with The Royal Harbour Academy student community ensuring students are in lessons on time, supporting and deal with any conflict issues around the school.

Employees are expected to present themselves and to act in a professional manner at all

times, according to The Royal Harbour Academy Code of Conduct.
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	HEALTH & SAFETY

· Employees have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Workers must co-operate with employers and co-workers to help everyone meet their legal requirements.

· Staff will be expected to have an awareness of relevant school policies and procedures: e.g. Equal Opportunity, Behaviour Anti Bullying school rules, fire evacuation, Health & Safety and Child Protection.
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	SAFEGUARDING
All staff are responsible for the safeguarding of children in line with the school’s Safeguarding (Child Protection) Policy.  All new staff will be provided with mandatory training to enable them to do so.




Pastoral Assistant – Person Specification

	1.
	The ability to communicate effectively with Teachers, other school staff, parents and carers and the wider community.

	2.
	Have the ability to relate well to young people and adults, understanding their needs and being able to respond accordingly.



	3.
	Ability to help pupils express themselves appropriately.

	4.
	Ability to deal with pupils who may be challenging and reluctant to engage.

	5.
	An awareness of and ability to maintain the confidential aspects of the job.



	6.
	A willingness to promote and contribute to the happy atmosphere of the school.

	7.
	To contribute and be a part of great team environment.

	8.
	Be honest, reliable and approachable

	9.
	To have a positive approach to problem solving.



	10.
	Ability to build rapport, engage and motivate others.

	11.
	A commitment to equal opportunities and empowering others.



	12.
	Have high expectations of self and a desire to maintain professional standards.

	13.
	An awareness of relevant school policies and procedures: e.g. Equal Opportunity, Behaviour Anti Bullying school rules, first aid, fire evacuation, Health & Safety and Child Protection


Personal Development

· To assess development and training needs and discuss with line manager.

· To set your own targets before any development activity and review and evaluate the activity after completion, cascading information to the appropriate team when relevant.

· To keep own personal records of all staff development activities in which you are/have been involved.

· To carry out as requested from time to time any other relevant duties as may be reasonably required by the Headteacher, Upper/Lower site Management and Business Manager. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. It is also expected that the role will develop, working to specific strengths of the successful candidate.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

This job description is provided to assist the jobholder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.  It will be reviewed annually or earlier if necessary. In addition, it may be amended at any time after consultation with you.  

Two copies of this job description should be signed, the post holder retaining one and copy held on personnel file.

Employee name: ………………………………………………………  Signature:………………………………………….

Date: …………………………
 The Royal Harbour Academy




















