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Job description: Pastoral Year Team Assistant
		
Position: 		Pastoral Year Team Assistant
School:			Birchensale Middle School
Salary: 			Scale 4, point 7-11
Hours: 		27.5 hours per week, TTO + 5 days	
Reporting to: 		Head of Year


MAIN PURPOSE OF THE POST

Supporting the Head of year and Deputy Year Team Leader in leading pastoral care for the year group. To provide high-quality day-to-day pastoral support for pupils in the year group, working as part of the pastoral team to improve attendance, behaviour, safeguarding, and belonging.


MAIN RESPONSIBILITIES AND TASKS

· Support pupils with day-to-day pastoral needs, providing a calm and approachable presence round the school.
· Assist with monitoring attendance, including following up on absences and liaising with families.
· Support low-level behaviour management, including conversations with pupils and restorative interventions.
· Build trusted relationships with pupils to identify and address emerging
· pastoral needs.
· Deliver 1 :1 and small group interventions under the direction of the Deputy Year Team Leader, focused on behaviour, attendance, and wellbeing.
· Support safeguarding work by recording concerns accurately and escalating issues appropriately.
· Communicate with parents/carers under guidance to support positive engagement and early intervention.
· Contribute to pastoral activities, including assemblies and year group events that promote community and belonging.
· Liaise with teaching staff regarding pastoral issues affecting learning and behaviour.
· Maintain accurate records of pastoral work, contributing to the teams monitoring and evaluation.

Cover Lessons
· Deliver planned cover lessons effectively, creating a supportive and structured classroom environment.
· Consistently reinforce school behaviour expectations, using pastoral strategies to manage low-level disruptions and maintain pupil engagement.
· Observe and identify pupils' pastoral or behavioural issues during cover sessions, recording and reporting these promptly to pastoral leads.




OTHER RESPONSIBILITIES

In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work at the school will include the following.

Other Duties
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.
· To undertake such other duties/training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· To undertake health and safety duties commensurate with the post and/or as detailed in the Academy’s Health & Safety Policy.

Personal and Professional Conduct 
· To play a positive role in the life of the school community.
· To maintain a high standard of discipline, appearance, punctuality and commitment in all pupils.
· To promote parental and community involvement in the life and work of the school.
· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school.
· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality.
· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community.
· Respect individual differences and cultural diversity.
· Safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.

Contacts
In all contacts the post holder will be required to present a good image of the school in line with its ethos and values, deal with people in a professional manner, and maintain constructive relationships.

Internal:	Staff colleagues		
	Pupils	
External:	Parents
	External agencies

	
EQUAL OPPORTUNITIES 

Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.

The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the School’s Equal Opportunities Policy

NOTES:
This job description is not a comprehensive list of all tasks and duties.  It outlines the main duties and expectations of the post and should be read alongside the school's policies and procedures. 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

The school reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.


Signed (employee): 		Date: 	

Signed (line manager): 		Date: 	

Review date: 	
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