GREAT OAKS SMALL SCHOOL

ASSISTANT PASTORAL SUPPORT LEAD JOB DESCRIPTION

Post title

Assistant Pastoral Support Lead

Salary

To be discussed at interview

Purpose of the job

To support the Pastoral Lead with students social, emotional, physical and mental health needs; supporting high quality teaching, effective use of resources, and high standards of learning and achievement for all students.

Reporting to

SENCo 

Responsible for

Assisting in the work of the Special Educational Needs Team under the direction of the SENCo 

Liaison with Parents and Staff
Communicate regularly and effectively with the parents by holding meetings, writing letters, making referrals, conducting surveys and making telephone calls.

Communicate regularly and effectively with staff to collect information and disseminate data and up to date information about students.

Working time
Full time on site from 8am – 4 pm in addition to attending weekly staff meetings on Wednesdays until 5pm. In addition to reasonable requested duties to enable the full functioning of the School.

KEY FUNCTIONS

· To be the Assistant Pastoral Support Lead for Great Oaks Small School by assisting in co-ordinating our team of teaching assistants in relation to our students’ social, emotional, physical and mental health needs.

· To assist the SENCO in the provision for special educational needs within school, liaising closely with external agencies.


· To manage appropriate resources for social, emotional, physical and mental health needs and ensure that they are used efficiently, effectively and safely.

· To ensure that students social, emotional, physical and mental health needs are identified and receive the required levels of support. 

· To support the SENCO in managing the implementation of an inclusive curriculum.

· Within the context of the school’s aims and policies, to work with the SENCO to develop and implement Learning Support policies, plans, targets and practices.

· To provide challenge, information and development necessary to sustain motivation and secure improvement in teaching and learning.

· To teach 1:1/groups as directed by SENCo.

SPECIFIC RESPONSIBILITIES

The main responsibilities of the post are to:

· Assist the Pastoral Lead to support the provision of special educational needs learning support, including the allocation of support time and the writing of individual student support plans

· To assist in the collation of data using Boxall Profile

· liaise with relevant outside agencies to ensure that individual student’s welfare needs are met effectively and fully

· ensure that accurate and detailed records are kept of meetings and discussions with parents and outside agencies
	
· ensure that the Behaviour/Safeguarding Log (CPOMS) is kept accurate and up to date and that staff are kept informed of student social, emotional, physical and mental health needs.

· work with the SENCO and other staff to ensure that student support plans are used to set subject-specific targets and match work well to student emotional, social, physical and mental health needs

· support the monitoring of the effectiveness of student support plans and arrange and chair meetings as directed by our SENCo

· support the SENCO in the curriculum development work of the SEN Team, including the development and implementation of course outlines, syllabuses and schemes of work in relation to emotional, social, physical and mental health needs

· support the SENCO in the devising, implementation and updating of SEN policies which reflect the school’s commitment to high achievement, and effective teaching and learning 

· to support the Pastoral Lead to analyse and interpret relevant national, local and school student data, plus research and inspection evidence, practices, expectations, targets and teaching methods

· use data effectively to identify students who are seriously underachieving and where necessary create and implement effective plans of action to support those students

· support the SENCO to co-ordinate the production of a Learning Support Improvement Plan as part of the School Improvement Plan, to include staff development and training implications 

· to support Pastoral Lead to provide guidance to staff on the choice of appropriate teaching and learning methods to meet the needs of different students

· work under the direction of our SENCO to promote an inclusive curriculum

· support meetings of staff, communicate information to staff and co-ordinate resulting action

· work under the direction of our SENCO to manage the resources, establishing staff and resource needs for subject areas

· contribute regularly to the professional development of colleagues through coaching and mentoring

· keep parents/carers informed of current advice on how to keep their child safe

· promote collaboration and teamwork in Year and cross-curricular groups 

· contribute significantly, where appropriate, to implementing workplace policies and practice and to promoting collective responsibility for their implementation

· raise attainment in line with or exceeding expected standards for individuals and  the groups of learners 

· undertake specific duties within the SEN Team as agreed with SENCO 

· undertake DSL training to support the school’s child protection policy and procedures

· undertake First aid training to support the medical needs of the students

· undertake such other duties as reasonably required by the Head Teacher

