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Life Skills

Enterprise




Life Skills Enterprise School 

Job Description
Title:


Pastoral Support Manager 
Responsible to:        Headteacher  
Contract:

Permanent Term Time Only, 8:30am – 4pm (37.5 Hours per Week)
Salary:
Kent Scheme Pay KS C – KS E (dependent on experience)
PURPOSE OF JOB

To support the school in addressing the needs of all pupils but especially those pupils who need help with behaviour management to overcome their social and emotional barriers to learning. Establishing productive working relationships with pupils and acting as a role model. All the duties outlined are carried out under the direction of the headteacher.

Main Duties: 
1. Provide pastoral support to all pupils when required. 
2. To answer any calls for assistance from teachers and TA’s and to ensure all pupils brought into the pastoral support room are supported in whatever capacity is required.
3. Support the class teacher to develop mentoring arrangements with pupils and provide support for distressed pupils.
4. Support pupils’ access to learning using appropriate strategies and resources with aim of returning to learning in the classroom.
5. Assist with the development and implementation of EHCP’’s and Individual Provision Plans under the guidance of the OT.
6. To facilitate and record restorative meetings with students and staff. Furthermore, to attend and be a part of any return from exclusion meetings when requested by the headteacher.

7. Provide information and advice to enable pupils to make choices about their own learning, behaviour, and attendance.

8. Support in the development, organisation, and running of a range of interventions. 

9.  Support, challenge and motivate pupils, promoting and reinforcing their self-esteem. 

10. Provide feedback to pupils in relation to progress, achievements, behaviours, and attendance.

11. Complete Proact-Scipr instructors training and support the school in using physical interventions when required.

12. Assist other staff in planning, evaluating, and adjusting learning activities as appropriate.

13. Support the monitoring and evaluation of pupil’s responses and progress against action plans through observation and planned recording.

14. Assist with the gathering of information and updating of records and contribute to the review of systems or records, as directed by the teacher. 

15. Provide appropriate administration support e.g., dealing with correspondence; compilation of data / information on attendance and exclusions.

16. Support the implementation of agreed learning activities and teaching programmes and adjust activities according to pupil responses and needs. Be part of the school’s duty rota for breaks and support students that are having difficulties during this time. 

17. Attend and participate in regular meetings, training and other learning activities as required, contributing to the overall ethos and aims of the school.

18. Be aware of, and comply with, policies and procedures relating to child protection; health and safety; confidentiality and data protection, reporting all concerns to the appropriate person. 

19. To organise events in the pastoral room, maintain accurate records of pastoral activities and to update registers of those that are supported. 

20. Design and create displays to educate and inspire students.

21. Carry out any other reasonable duty as directed by Headteacher. 

	Safeguarding
	Life Skills Enterprise is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


This job description may be amended at any time after discussion with you but will be reviewed annually through the Appraisal Process.

Date: 







Signed:
