JOB DESCRIPTION

Pastoral Care Coordinator

Reporting to: Senior Teacher

Salary: £25,740 - £28,860 per annum
Location: Create Learning Primary, London, IG11
Contract: Permanent, Term time only.

Job Purpose

The Pastoral Care Coordinator works with all pupils but holds a specific complex caseload to
coordinate and complete multi-disciplinary assessments, undertake family work where
required, work individually with some pupils, coordinate with Social Care and oversee induction
of new pupils.

Under the guidance of the Senior Teacher and TCES Inclusion and Pupil Leadership Manager,
the Pastoral Care Coordinator is responsible for the day-to-day delivery of the Inclusion Model
in school (Group Work, Focused Assemblies, Nurture, and Relationship Mentoring) to facilitate a
cohesive, nurturing and productive learning environment for pupils.

Main duties and responsibilities

Provide a link between families and the school, monitoring and addressing issues regarding
pupil attendance, punctuality and overall outcomes and ensure that a good line of
communication is established with all partnership agencies and parents/carers.

Ensure robust school procedures are followed and escalated appropriately where a pupil is not
attending, or attendance falls below 80%.

Have specific responsibility for the promotion of good pastoral care for all pupils, including
school-wide delivery and pupil development in Spiritual, Moral, Social, Cultural (SMSC) and
British Values.

Plan regular whole school events and themed weeks linked to SMSC topics, coordinating and
gathering evidence of learning by pupils. This includes supporting TCES-wide events inclusive of
all schools and services (e.g. Cultural Week).

Coordinate staff duty rotas.

Ensure the completion of Pathway and Individual Education and Behavioural Plans are in place
for each pupil, identifying which elements of the pupils’ learning needs targeting and how this
can be highlighted for input from the Clinical and Inclusion team.

Contribute to a pupil’s Needs and Risk Assessment at the referral stage and support the Senior
Leadership Team (SLT) in collating, analysing and reporting on all data related to pupils,
including their educational history prior to their attendance at TCES.



Help to identify pupils in needs in line with the Triangle of Interventions, in consultation
withthe Clinical and Inclusion team, TCES stakeholders, provide interventions following the
TCES Provision Map, including one to one and small group support to address the defined
need.

Liaise with the SENCo to develop Pupil Integration Plans for all pupils coming in to school for
the first time.

Support the SLT in developing appropriate assessment models in line with the pupils’ Pathway
Plans to ensure that pupils who are progressed through the model are assessed as ready at
each stage of their progression.

Have an oversight of young people’s files ensuring the information supplied by local authorities is
up to date.

Ensure that every pupil is helped to understand the TCES Complaints Procedures and their right
to remain free from harm, always promoting the safety and well-being of the pupils.

Identify possible issues for concern regarding a pupil’s pastoral and academic progress through
routine assessments and stringent monitoring of progress; introduce strategies to overcome
barriers to learning via a working partnership with their designated teaching staff.

To develop appropriate community links for individual pupils and support the development of a
relevant vocational learning programme for all vulnerable group pupils.

Overall responsibility for the cohesive and productive running of the Student Council and Pupil
Mentor Scheme to ensure both are an empowering and positive experience for pupils and that
Genuine Pupil Voice and Participation is embedded as part of our Community Values.

Hold oversight of and manage the delivery of regular assemblies, as set by the school’s weekly
timetable.

Contribute towards the half termly written reports for all pupils and attend reviews for
individual pupils.

Support the promotion of pupils’ overall wellbeing and safety, in accordance with good practice
and with the policies and procedures of TCES and Local Authorities (LAS).

Develop an ongoing liaison with a range of external agencies, as appropriate, such as Youth
Offending Teams, Police, and other curriculum support areas.

Organising and coordinating inter-agency meetings and pupil support meetings.

Work to ensure that LAs are kept informed in any changes to the intervention and staffing
provision for pupils in their boroughs.

Address the needs of the pupils by organising external agency visits where appropriate e.g.,
sexual health, contraception, youth crime, drug awareness.

Support other members of staff in the performance of pastoral care of pupils.



Advise and support colleagues in the application and development of good classroom and
behaviour management strategies and the embedding of the Therapeutic Principles,
emphasising both group and individual responsibility.

Ensure that any Child Protection concerns are reported promptly and accurately to the Senior
Social Worker and appropriate member of the SLT, according to the TCES Safeguarding and
Child Protection procedures.

Together with members of the SLT, facilitate and encourage a responsibility to, and ownership
of group process and reflection by all group members.

Together with SLT and the Clinical Team coordinate the delivery of a high-quality reflective
daily learning programme for pupils who have been allocated an internal refocus session to
address specific behaviours of concern.

Produce attendance & behaviour data reports, analysing, and providing context where
appropriate.

Since job descriptions cannot be exhaustive, the post-holder may be required to
undertake other duties which are broadly in line with above key responsibilities.

The post-holder is expected to observe and comply with all TCES policies and
regulations, for example Code of Conduct, Safeguarding, Keeping Children Safe in
Education, Health and Safety, TCES Values, Equality and Diversity etc.



PERSON SPECIFICATION

Education and qualifications
GCSE grade C (or equivalent) or above in Mathematics and English.

Relevant qualifications and certified training courses relating to Education / Social Work / Youth
Work / Family Support / Community Development (D). *

Recognised Social Work Qualification, e.g., CQSW, CSS, DipSW, Degree in Social Work, or
equivalent (D)

*In order to progress within TCES’ career pathway, the role incumbent will be required to undertake at least one
of these qualifications if they do not already have one.

Knowledge and experience

Two years’ minimum experience of working directly with families.

Have a working knowledge of best practice in supporting neurodiverse pupils.

Knowledge of child protection guidance and commitment to safeguarding pupils and staff.
Knowledge of the stages of child development.

Knowledge of current childcare and/or social care legislation.

Knowledge of existence and effects of social disadvantage and discrimination.

Knowledge and understanding of legislation and regulations relating to young people who
are “looked after” by Local Authorities.

Skills and ability
Utilise a range of appropriate therapeutic interventions with families and young people.

Excellent organisational skills including managing a caseload, time management, planning,
report writing and target setting.

Ability to build strong working relationships with all staff and work well as part of a team.
Ability to work with a diverse range of families in a non-discriminatory and empowering way.

A high standard of interpersonal, literacy, communication skills — including observation, listening
and empathy skills and the ability to effectively communicate with a wide range of people,
including parents/carers, pupils, and professionals.

Hold very high expectations of yourself and others (behaviours etc), with the ability to reflect on
own practice and to always seek self-improvement.

Resilient, committed, and a hard worker — able to keep going in the face of adversity and never
giving up.



Other
Commitment to leading on safeguarding and promoting the welfare of young people.

Able to promote and celebrate diversity and equal opportunities.

Commitment to TCES Values.

D= Desirable
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