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Job Description

Pastoral Assistant
This post has a distinct role as an active member of a team that strengthens and supports the role of the teachers.
Your specific duties of a Pastoral Assistant at Holy Trinity C.E. Primary Academy are detailed below:

Job Description

Job Title: 

Pastoral Assistant
Grade:

BDMAT Pay Band 3 

Contract:

32.5 hours term time only
Responsible to: 
SENCo
Accountable to:
Headteacher


Job Purpose
 To deal with behavioural, pastoral and welfare issues. To support and work with pupils and families to maximize learning for individual pupils.
 Responsibilities of the post: 
To contribute to the development of a whole school approach to overcome obstacles to learning and improve pupil participation in learning and whole school life. This will be achieved by: 

Pastoral/Welfare Support: 
· To involve/signpost parents to external agencies, such as the school nurse 

· To liaise with parents regarding health/hygiene issues such as head lice, body odour and obesity issues 

· To meet and greet pupils, particularly those who are vulnerable 
· To work with families that are facing a variety of issues that could impact on the progress of the children academically

· To support families in developing partnerships with external professionals and those within the school, which promote children’s learning and development.

· To liaise with outside agencies that would be able to offer support to vulnerable families 

· To engage hard-to-reach families and support them in accessing the correct services

· To provide targeted support for pupils to support their social and emotional needs in order for them to access the curriculum
Management of Behaviour: 

· To promote positive behaviour throughout school 

· To meet and greet identified pupils at 8.45am 

· To maintain good behaviour at playtime and lunchtime and deal with inappropriate behaviour as per the school Behaviour Policy 

· To undertake investigations into reported misbehaviour/incidents and implement sanctions according to school policy 

· To lead social skills and Nurture groups at playtime/lunchtime with identified pupils when necessary 

· To maintain accurate records by recording information on school systems 

· To work with the SENCO to create behaviour plans where needed and to action monitor the implementation of these plans 

· To support the re-integration of pupils on return to school from exclusion 

· To support identified pupils in class with learning 
· To provide targeted support for identified pupils to help support their behaviour so that they can access the curriculum 
· To deal with incidents throughout the day as necessary 

· To contribute to the recording, investigation and monitoring of bullying 

Safeguarding:

· To be fully committed too safeguarding children at all levels. 
· Be a named Designated Safeguarding Lead.
· To encourage good practice by promoting and championing the Child Protection policy and procedures. 

· To respond appropriately to disclosures or concerns which relate to the well-being of a child. 
· To undertake training in the use of CPOMS to refer disclosures or concerns to DSLs.

· To maintain accurate, confidential and up-to-date documentation on all cases of safeguarding and child protection and report where required. 
· To work directly with children in need and their families in the community in order to promote, strengthen and develop the potential of parents/carers and their children in order to prevent children becoming looked after and/or suffering significant harm. 
· To liaise with statutory agencies and ensure they have access to all necessary information. 

· To initiate and refer pupils to outside agencies and co-ordinate referrals. 

· To liaise with school staff in initiating multi-agency referrals for pupils. 

· To act as lead professional and coordinate Team Around the Child meetings, where possible 

· To support the care of children where their living arrangements are at risk of breakdown 
· To ensure that vulnerable pupils who are victims of abuse are supported appropriately and sensitively and that all actions assigned to Holy Trinity CE Primary Academy from planning and interventions meetings are successfully carried out and monitored 

General Duties: 
· To assist in the recording & monitoring of pupil progress, problems and development needs 
· To provide regular reports to SLT based on pupil progress of the children being supported
· To undertake routine filing and admin tasks 

· To provide information to the Headteacher/teachers as appropriate, to enable them to carry out their role 

· To be responsible for health and safety of self and others and adhere to the school health and safety policy and procedures 

· To undertake any other reasonable duties, as requested by the Headteacher 

Review and Amendment


This is not an exhaustive list of duties and responsibilities, and the postholder may be required to undertake other duties which fall within the grade of the job, in discussion with the Headteacher. This job description is normally subject to annual review. It may be amended at the request of the Headteacher or the member of staff but only after full consultation between these two parties. It should be signed by the member of staff upon agreement.

