	Job Description
	Insert school logo

	Title 

PASTORAL SUPPORT MANAGER
	School:
 FORMDROPDOWN 

	Post Ref 
Add Ref
Profile Pupil Support 3

	

	If the postholder is carrying out all the responsibilities below, including the following factor descriptors- this qualifies as a Grade 5 post.
If the postholder is regularly- 

a) Working on an ongoing basis with children, many of whom have special needs and exhibit challenging behaviour, including Autism, Dyslexia, Dyspraxia, Visual Difficulties, Hearing Difficulties and Physical Difficulties; also terminally ill children and those who suffer from seizures or epilepsy; being exposed to matters or circumstances, e.g. child protection, which due to the nature of the pastoral responsibilities, regularly place emotional demands on the job holder.

b) Work involves devising Individual Behaviour Plans and Pastoral Support Programmes and the review of these, to suit specific pupils

c) Line management responsibility for a team of other pastoral support staff.

The grade of this post can be verified by completion of the profile and submission to the JE team

	Job Purpose

To manage and deliver the provision of pastoral care of a year cohort or vertical cohort within the school 


	Key Responsibilities

1. Working closely with staff, parents/carers and external agencies to provide an efficient and effective support service which is responsive to staff and pupils’ needs and to promote pupils’ social care and personal development
2. Monitoring and responding to lateness and poor attendance
3. Working with other senior staff to develop and implement strategies to deal with poor attendance.

4. Facilitate the sharing of information between the school and external agencies and act as the point of contact for specialist support services
5. Lead the development , implementation and monitoring of individual action plans for Pastoral Support and Behaviour

6. Manage sanctions relating to pupil behaviour, including the supervision of pupils excluded from or not otherwise working to a normal timetable

7. Ensure that parents and carers of pupils in need of additional support are kept involved in the progress of their child.

8. Manage the collation and presentation of evidence for exclusions
9. Oversee support packages for pupils to reintegrate them into school following periods of exclusion/absence
10. Assist in resolving relationship issues between pupils and between other groups
11. Line manage other pastoral support staff where required
12. Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms, following consultation with the Recognised Trade Unions
13. To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact with during the course of your duties and responsibilities. Your conduct must at all times be in accordance with the school’s policies and procedures

14. To report any causes for concern relating to the welfare and safety of children to the designated person, and the head teacher, or if unavailable the designated safeguarding governor or a member of the senior leadership team

15. To attend safeguarding training as required by the school and maintain your knowledge and understanding of your responsibility for safeguarding children in this school


	Person Specification



	Education and Knowledge

Good academic standard of general education to ‘A’ level standards/NVQ level 3 or equivalent plus specialist knowledge gained from extensive experience in working with pupils in pastoral care and support.


	Personal skills and general competencies
1. 

	Experience

2.      
	

	


To be completed if any amendments are made to the standard Job Description & Person Specification

Additional Responsibilities to be included in the Job Description
This section is a description of the main responsibilities that are to be added to the Job Description, it is not a task list – the % time spent does not have to exact - it is to help the analyst understand how much time is spent on specific tasks for example the amount of time spent on typing/ inputting data may affect the Physical Demands factor.

	Additional Responsibilities
	%

Time spent

	
	

	
	

	
	

	
	

	
	


Factor Information

The factor definitions are outlined below and are specific for the job description and reflect the appropriate level from the NJE scheme that are commensurate with the level of responsibility and competences required for the role as described in the Job Description. If you have amended the standard information you should insert any additional information that you believe would impact on a factor.

Some factors have options (a) or (b) you should indicate which option best describes the job by placing a tick in the relevant box.

	Factor
	Factor Definition and Relevant Job Information

	1
	Knowledge
	Good academic standard of general education to ‘A’ level standards/NVQ level 3 or equivalent plus specialist knowledge gained from extensive experience in working with pupils in pastoral care and support.

	2
	Mental Skills
	Significant analysis and judgement is required e.g. regarding pupil’s behaviour – hence devise a plan to deal, maybe involving specialists such as Educational Psychologist etc., devising Pastoral Support Plans; Complex areas of work may require innovative solutions to develop new practices together with related planning for implementation e.g. working on attendance strategies

	3
	Interpersonal/ Communication Skills
	Using persuasive and negotiating skills to encourage children’s’ pastoral development and for more complex exchanges with a range of audiences including pupils, parents and carers, colleagues and students, external specialists e.g. re-enforcing and guiding students, parents/carers regarding school policy and procedures in relation to pupil conduct and attendance; managing/supervising subordinate staff. 

	4
	Physical Skills
	Use of computer keyboard to input and manipulate basic alpha/numeric information as part of record keeping; also for report writing

	5
	Initiative & Independence
	Required to deal with unanticipated problems in a variety of school situations e.g. dealing with immediate situations involving behaviour and attendance issues; organises own workload and that of others; decides on individual support packages for pupils.

	6
	Physical Demands
	Duties are unlikely to place ongoing physical demands on a job holder, with a mixture of sitting, walking and carrying small loads.

	7
	Mental Demands
	Applying sensory concentration, working very closely for periods, including observing reactions and behaviour, with individual and small groups of pupils; dealing with interactions between members of the group; mental concentration required when working e.g. on strategies to improve attendance, Individual Behaviour Plans; activities regularly interrupted by requirement to deal with a conflicting demand involving another pupil.

	8
	Emotional Demands
	A) Working on an ongoing basis with children, some of whom have short or longer term emotional, additional or special needs; being exposed to matters or circumstances, e.g. child protection, which due to the nature of the pastoral responsibilities, occasionally place emotional demands on the job holder .
	

	
	
	B) Working on an ongoing basis with children, many of whom have special needs and exhibit challenging behaviour, including Autism, Dyslexia, Dyspraxia, Visual Difficulties, Hearing Difficulties and Physical Difficulties; also terminally ill children and those who suffer from seizures or epilepsy; being exposed to matters or circumstances, e.g. child protection, which due to the nature of the pastoral responsibilities, regularly place emotional demands on the job holder.
	

	9
	Responsibility for People
	A) Dealing with parents/carers regarding student attendance and behaviour issues; supporting students through attendance and behaviour issues.
	

	
	
	B) Work involves devising Individual Behaviour Plans and Pastoral Support Programmes and the review of these, to suit specific pupils.
	

	10
	Responsibility for Supervision
	A) Responsibility for training staff in duties of own post and in other pastoral support roles.


	

	
	
	B) Line management responsibility for a team of other pastoral support staff. 


	

	11
	Responsibility for Financial Resources
	Job holder has limited direct responsibility for financial resources. The handling and recording of small amounts of cash/cheques or equivalent may be necessary periodically.

	12
	Responsibility for Physical Resources
	Regular handling,  processing and recording of computer and manual information in accordance with data protection principles including routine document preparation, storage, retrieval or amendment; responsible for the careful use of computer and related equipment and for reporting any problems with this equipment.

	13
	Working Conditions
	A) Duties are largely office based or equivalent where exposure to either unpleasant working conditions or unpleasant people related behaviour is unlikely or infrequent.

Note: Please provide examples and frequency of occurrence of such incidents and estimate percentage of working time when exposed to abuse and/or aggression in the additional information box for factor 13.
	

	
	
	B) Duties involve ongoing contact with children and exposure to abuse and/or aggression from students and/or adults, which may require the job holder to respond immediately e.g. in a meeting with parents where the parents become abusive/aggressive.

Note: Please provide examples and frequency of occurrence of such incidents and estimate percentage of working time when exposed to abuse and/or aggression in the additional information box for factor 13.
	


	Factor
	Additional Information

	1
	Knowledge


	

	2
	Mental Skills


	

	3
	Interpersonal/ Communication Skills


	

	4
	Physical Skills
	

	5
	Initiative & Independence
	

	6
	Physical Demands
	

	7
	Mental Demands
	

	8
	Emotional Demands
	

	9
	Responsibility for People
	

	10
	Responsibility for Supervision
	

	11
	Responsibility for Financial Resources
	

	12
	Responsibility for Physical Resources
	

	13
	Working Conditions
	


Date      
Grade 4 or 5 Pupil Support Pastoral Support Manager 


