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Sandringham School Academy Trust
Job Description

Job Title:

Pastoral Support Manager
Accountable to:
Headteacher through Stuart Kemp (Assistant Headteacher)

Accountable for:
Students’ welfare
Hours:
24 hours to be worked between Monday-Friday, 9.00am-3.00pm (Term time only)
Salary:


H5/H6
Date:


1st September 2017
Background

The core work of the Pastoral Support Manager will be driven by the Leadership Group, Performance Directors and the SENCO.  


Core Accountabilities

1. Raising standards at all Key Stages
2. Delivering a robust mentoring programme in liaison with the Performance Directors
3. Provide support to the Designated Senior Person in charge of Child Protection on safeguarding issues
4. Offering consultation and advice to students regarding college placements and further education

5. Developing relations with external agencies to access a full provision of college courses during Years 10 and 11 and to widen further education opportunities

6. External Exclusions


Key Tasks

Students’ Welfare

· Provide support to students with emotional wellbeing needs
· Manage the Silent Learning Area and supervise students in C4 internal exclusions
· Engage with external agencies to develop support strategies for students e.g. EXWEX, PCSO, Outreach programs

· Work with students at risk of exclusion, identifying strategies to engage students and minimise disruption to the wider school community
· Liaise with Performance Directors and other staff to develop strategies to reduce exclusions

· Attend CP Conference and core groups as directed by the DSP

· Work with Performance Directors to set up PSPs, Families First Assessments, Progress Cards, etc
· Provide contact for LINKS ESC outreach workers and help support feedback to staff
· Work alongside the Student Services Manager to identify patterns of student behaviour and use data to develop preventative strategies

· Provide proactive citizenship, protective behaviours and legal information via Lifelong Learning and assemblies
· Provide time out area for students removed from class
Liaising with Parents

· Liaise with parents with regards to welfare and behaviour and liaise with Performance Directors appropriately. 
· Help parents to access support services 
· Support meetings with hard to reach parents providing feedback from staff parent evenings

· Prepare student files, incident logs and work for exclusions
Working with students, staff and outside agencies

· Liaise with St Albans Plus Parent Support Workers on Families First Assessments, mentoring and family support issues

· Attend Performance Directors meetings each term
· Produce the annual behaviour focus document and share with staff

· Deliver staff INSET on any pastoral related areas as required
· Work with staff to develop strategies to support underachievers
External Exclusions

· Responsibility for the administration involved in the external exclusion of students

· Involvement in permanent exclusions including the preparation of documentation
Safeguarding

· Support the Pastoral Assistant Headteacher in the correct implementation of Safeguarding policies and procedures including the delivery and logging of the training of all staff
· Perform role of Deputy Designated Senior Person
· Coordinate meetings with the Safeguarding Team every half term
Management/other responsibilities

· Line Manage the Pastoral Support Assistant
· Provide support to Pastoral Assistant Headteacher as required
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.
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