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Pastoral Support Manager – Job Description

Salary: 
Elutec starting salary range C £25,758 p.a. (full time equivalent) dependant on qualifications
and experience.  Salary will be 0.93 pro-rata.
Term-time + 8 days during the examination results period.

Responsible to: Assistant Principal/DSL/Engagement & Inclusion Manager

Terms and Conditions of Employment (key points):  
· Elutec term time + 8 days (208 days per year).
· Staff work hours - 8:20 am until 5:10 pm Monday to Thursday with a 4:10 pm finish on Friday (it is anticipated that all professional duties will be completed during this time apart from attendance at parents’ evenings, open evenings and residential activities).

Key Responsibility:  To provide pastoral support to Elutec students to enable them to achieve their potential and to progress on to the appropriate next steps.  Act as Deputy Designated Safeguard Lead.

Specific Requirements of Post

· Working with the AP/DSL/Engagement & Inclusion Manager, to establish and operate the student support system
· To provide a drop-in service for students and staff members who need support and guidance around pastoral or behaviour management issues.
· To liaise with parents, feeder schools and other relevant agencies to establish and maintain appropriate support and guidance for all students at Elutec.
· To manage and embed the system for reporting behavioural incidents and escalating interventions (CPOMS)
· To provide the Principal with a monthly report of all behaviour incidents and actions taken
· To establish appropriate intervention courses for students, identify students who need the intervention and monitor the success of the courses in terms of changed behaviour of participants
· To ensure a timely and accurate completion of all administrative duties related to the role
· To be the deputy DSL.
· To liaise with key staff members to monitor behaviour incidents and, where appropriate, creating personal support plans for students.
· To establish and co-ordinate transitional arrangements for student admissions 
· To lead on the administration of parent consultation evenings.
· To provide guidance for staff members in dealing with specific students who are facing difficulties.
· To monitor bullying and racists incidents and ensure the completion of records is timely and accurate
· To provide a monthly report to the Principal of all bullying and racist incidents which includes an outline of action taken
· To monitor student attendance and flag attendance of less than 95% to appropriate staff, parents and, where appropriate, external agencies
· To provide a monthly report to the Principal of attendance which includes a bullet point outline of trends and changes
· To carry out additional tasks at the request of the Principal or Assistant Principals.

Key Accountability Measures 

· Annual report provided for governors on bullying and racist incidents.
· Annual report on attendance provided for governors.
· The creation of an effective student support system measured by use and feedback from students and the staff.


Generic Requirements

· Ensure the values of Elutec and those of the sponsors are evident in every aspect of the discharge of the duties of the post.
· Model the highest professional standards to staff and students in all aspects of the role, maintaining a visible presence around Elutec and leading by example. 
· Be committed to working in a cohesive, supportive and forward-thinking team of colleagues which shares an ambitious vision to secure flagship status for Elutec
· Contribute to the formulation and implementation of Elutec Development Plan.
· To work at all times to the standards as set out in the staff ‘code of conduct’.
· Contribute to the effective operational management of Elutec













Elutec is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 
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PERSON SPECIFICATION

PASTORAL SUPPORT MANAGER
	General Heading
	Detail                                         
	Example

	
Qualifications and Experience
	
Specific Qualifications and Experience

Knowledge of relevant policies and procedures

Literacy 
Numeracy
Technology 


Level 3 Safeguarding
	
Successful experience working with children in a school environment.
Educated to Level 3 including Maths and English or equivalent qualification/experience.
Good knowledge of appropriate procedures, regulations and guidance (including First Aid)


Level 3 in English or equivalent 
Level 3 in Maths or equivalent
Good working knowledge of ICT, support learning and for administrative / organisational effectiveness
Hold an appropriate Safeguarding certificate

	
Communication
	
Written

Verbal



Negotiating

	
Ability to write detailed reports, complete external returns and write complex letters 
Ability to use clear language to communicate information sensitively, firmly and unambiguously
Ability to deal with complex emotional issues
Ability to negotiate effectively with adults and children

	
Working with students
	
Behaviour Management


SEN



Curriculum

Child Development

Health & Well Being
	
Ability to demonstrate effective implementation of the school’s behaviour management policy
Successful completion of training to support SEN if appropriate
Ability to demonstrate effective strategies to achieve inclusion of pupils at risk of social exclusion
Good understanding of the school organisation, timetable and learning and pastoral support systems
Good understanding of child development and pastoral issues such as inclusion and transition
Understand and support the importance of physical and emotional wellbeing

	Working with others
	Working with Partners

Relationships

Team work




Information
	Ability to make a proactive contribution to the work of the team supporting children, their families and carers.
Ability to work with parents and carers to improve support for children
Ability to establish rapport and respectful and trusting relationships with children, their families and carers and other adults
Ability to work effectively with a range of adults and as part of a team
Contribute to the development and implementation of effective systems to share and safeguard information

	Responsibilities
	Organisational Skills

Time Management

Creativity


Confidentiality / Data Protection
	Good organisational skills
Ability to remain calm under pressure 
Ability to manage own time effectively
Ability to meet deadlines
Demonstrate creativity and an ability to resolve problems in liaison with other relevant personnel
Understand and comply with procedures and legislation relating to confidentiality

	General
	Equalities
Health and Safety
Child Protection

CPD
	Awareness of and commitment to equality
Basic understanding of Health and Safety
Understand and implement child protection procedures
Be prepared to develop and learn in the role
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