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JOB TITLE:


PASTORAL MANAGER (Non-Teaching Assistant Head of Year) 
i/c Attendance and Family Intervention 
REPORTS TO:


Head of Achievement (Year), Deputy Headteacher
GRADE:


Pay Band 6

SUPERVISES:


Not Applicable

JOB PURPOSE
To assist the Head of Achievement (Year) in meeting the individual needs of pupils; including managing the behaviour of pupils.  To support pupils to overcome barriers to learning using a range of techniques, including pupil counselling and learning intervention.  To provide a ‘day to day’ care, support and guidance service for pupils, staff and parents in the year office.  

To devise and implement strategies to achieve excellent school attendance, including proactively assisting parents to fulfil their legal responsibilities in this respect so that children are able to receive an education appropriate to their individual needs. To engage families directly, often in the context of their own homes, in order to improve pupils’ attendance and welfare.
KEY ACCOUNTABILITIES

To promote actively the School’s Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place.
To maintain awareness of and commitment to the School’s Equal Opportunity Policies in relation to both employment and service delivery.
To comply fully with the Health and Safety at Work Act 1974 etc, the School’s Health and Safety Policy and all locally agreed safe methods of work.
At the discretion of the Headteacher, such other activities as may from time to time be agreed consistent with the nature of the job described above.
To work with colleagues to achieve service plan objectives and promote actively the school’s ethos.
To participate in Employee Development schemes and Appraisal and contribute to the identification of own team development needs.
PRINCIPAL RESPONSIBILITIES/DUTIES

Year Office
· To assist the Head of Achievement (Year) in maintaining school expectations on attendance, behaviour and uniform by challenging students, investigating/recording incidents and managing sanctions.
· To assist the Head of Achievement (Year) in monitoring the academic progress and social and emotional well being of pupils within a year group. 
· To contribute to plans/interventions to improve the behaviour and/or progress of individual pupils in the year group.
· To work in partnership with staff and parents to identify and address pupil concerns.
· To provide a ‘day to day’ care, support and guidance service for pupils, staff and parents.  To ensure that advice is given, enquiries are answered and information is provided. 
· To communicate with parents/carers by telephone, face to face and/or in writing to ensure that incidents or concerns are reported and followed up. 
· To support the Head of Achievement (Year) with year office administration; to include maintaining secure and up to date pupil records (e.g. incident logs, correspondence, appropriate welfare information, pupil premium funding allocation, RAISE groups).
· To liaise with parents and outside agencies and lead/attend meetings as appropriate; to include CAF and TAC meetings as directed. 
· To supervise pupils completing work (when not in class or at the end of the school day as required) that has been set in accordance with school protocols. To provide ‘on-call’ assistance and (pupil) supervisory duties as appropriate.  

· To promote positive values, attitudes and good student behaviour, offer praise and rewards and promote pupil successes across the school. 

· To manage pupils who are showing socially unacceptable or challenging behaviour under the direction of guidelines in operation at the school.
· To establish productive working relationships with pupils using methods to encourage pupil engagement, participation and achievement in activities.

· To work in partnership with other practitioners to deliver effective interventions and support for children and families, completing referrals as appropriate/directed.
· To encourage pupils to develop social skills and independence whilst providing support when it is needed.

· To report pupil and school issues in line with the school’s policies for health and safety, child protection, behaviour management etc.

· To attend parent consultation evenings, meetings and professional development sessions as required.

· To take part in extra curricular activities, e.g. open days, presentation evenings, period 6.
Attendance and Family Intervention 
· To join the DHT/appropriate staff in weekly meetings that contribute to the review of pupils with attendance/punctuality/welfare concerns; and consequent action planning/monitoring.
· To provide expertise, manage a referral system and devise and implement attendance related projects including small group work, ‘late-gates’ and ‘truancy sweeps’.
· To mediate between staff, parents/carers and pupils to establish and maintain high levels of student attendance. 

· To maintain regular contact with assigned pupils – to support, assist and enable them to meet their attendance and/or punctuality targets.

· To implement assertively and accurately the administration of fixed penalty notices and referrals for prosecution where appropriate (in liaison with the Council’s School Attendance Service).
· To guide pupils and, where appropriate, their families to access external agencies e.g.  Young People’s Counselling, Young People’s Drug and Alcohol Service, Social Services.
· To carry out home visits, when appropriate, to support families and monitor pupil welfare and progress; on occasion, this may include collecting pupils and bringing them to school.
· To establish and maintain appropriate records of assigned pupils and keep these secure.

· To provide attendance and punctuality data for the senior team and governors as required. 

· To participate in broader programmes to develop support and intervention, including guiding pupils on effective peer support strategies.
PERSON SPECIFICATION

	CRITERIA


	ESSENTIAL CRITERIA

	Job Related Education and Qualifications

and Knowledge
	· NQF Level 3 or equivalent qualification or experience in relevant discipline

· Good knowledge and understanding of relevant ICT packages, including the school’s specialist software/equipment/resources

· Full working knowledge and understanding of a range of relevant policies/ codes of practice and awareness of relevant legislation



	Experience


	· Experience of working with young people, particularly in the 11-16 age group

· Demonstrable experience of development, management and operation of administrative systems likely to have been gained over a period of two years 



	Skills and Abilities


	· Good numerical skills to undertake a variety of tasks, e.g. interpreting pupil achievement data
· Good literacy skills to undertake a variety of tasks, e.g. minute taking, maintaining diary(ies), producing correspondence 
· Very good ICT skills, e.g. production of reports, correspondence, inputting/ updating information

· Able to relate well to children and adults, including professionals from other agencies, e.g. dealing with visitors, passing information/messages to other staff, dealing with upset children, providing advice

· Some need to use analytical, judgmental, creative and developmental skills

· Able to demonstrate sensitivity and tact particularly when dealing with the more sensitive issues

· Able to maintain confidentiality

· Able to work accurately and with attention to detail

· Alertness and concentration, e.g. producing achievement information, minute taking and drafting correspondence

· Able to undertake short term planning, e.g. managing own workload, managing the work of others, ensuring deadlines are met, planning for school activities
· Able to deal with more complex queries and know when to refer to more senior staff

· Able to work constructively as part of a team and to understand school roles and responsibilities and own position within these

· Able to self evaluate learning needs and actively seek learning opportunities
· Willingness and ability to travel independently as required


	Equalities 


	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Trust’s Equalities Policy.





DESIRABLE CRITERIA
· Experience of school/Council attendance systems
· Experience of attendance/welfare work within a relevant service e.g. Social Services, National Health Service, Council (Education Welfare Officer), a school
This job description is not necessarily a comprehensive definition of the post.  It will be reviewed annually and may be subject to modification or amendment after discussion.

You will be based predominantly at Springfield School.  However, as you will be appointed to The De Curci Trust, you may be required to work in any of The De Curci Trust’s academies or in any of the schools/academies that the Trust is supporting as reasonably directed by the CEO.  The ability to travel independently between DCT academies/schools is therefore desirable.
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