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	Post Title:
	Pastoral Support Assistant (KS3)
	
	

	School:
	Trinity
	Grade:
	BEX07

	Responsible to:
	Assistant Principal 


	Functional links with:

	Pupils, Teachers, Parents, Carers, other agencies / professionals other school staff


	Main purpose of the job:
To provide pastoral support in dealing with a wide range of pupil issues.  Administrative and practical assistance for the Heads of Year and Assistant Principals in order to support pupil academic progress.  To provide first aid to pupils when required.  

	Major Duties and Responsibilities: 
Attendance 

To monitor and record attendance, and in accordance with school policy, take appropriate steps when action is required. 

Punctuality

To monitor and record punctuality, and in accordance with school policy, take appropriate steps when action is required. 
Student Services and First Aid


To be the first point of contact for Student Services and to provide emergency and routine first-aid treatment for pupils, staff and visitors.


Pupil Progress

To analyse pupil progress data, identify underperforming pupils and implement appropriate intervention strategies


	Job Activities
Attendance

· To complete first day reported absence routines, maintain records and update SIMS accordingly.

· To update the tutor group registers with relevant codes for school trips/sporting activities/medical appointments details as necessary.

· To check that all tutor registers have been completed by 9.00/2.20. To maintain a log of those incomplete and contact staff to chase. 

Punctuality

· To co-ordinate when necessary punctuality detentions for the Head of Year (HoY) to carry out. To ensure that pupils and parents are informed of the dates of detention via school comms/planners respectively. 

· To reset any detentions as and when required and as advised by the HoY.

· To attend and issue attendance and punctuality letters as directed by SLT at the weekly Education Welfare Attendance meetings. 
· To supervise the management of late arrivals daily. 
Student Services and First Aid

· To be the first point of contact for Student Services and to provide emergency and routine first aid treatment for pupils, staff and visitors.

· To undertake and maintain appropriate first aid training.

· To record every Medical Room visit and treatment required/given in line with school policy.

· To hold an emergency stock of prescribed medicines and tablets for distribution to certain pupils, as and when required, in line with parental consent with the appropriate documentation completed.

· To hold stock of painkiller tablets for distribution to pupils, as and when required, in line with parental consent with the appropriate documentation completed.

· To contact parents/carers if a pupil needs to go home, following agreed procedures.

· To liaise with pastoral staff and parents, if visits to the Medical Room become very regular or of concern.
· To report sensitive or personal issues to appropriate pastoral staff in confidence.

Pupil Progress

· To monitor and report/action issues arising in KS3 via Class Charts / software used. 

· To work alongside Pastoral Leaders to analyse pupil progress data, identify underperforming pupils and implement appropriate intervention strategies.
General
· To produce and distribute minutes of Year Team meetings as directed/requested by the HOY.

· To complete a half termly check on pupil emergency contact details and ensure records are updated accordingly.

· To provide administrative support for the pastoral team, e.g. maintain accurate filing, record keeping, logs of telephone conversations etc.

· To communicate with pupils and/or parents as directed by the Pastoral Team/SLT
· To carry out any other tasks as requested by the Pastoral Team/SLT


Person Specification

	
	Essential
	Desirable

	Qualifications
	· Excellent Numeracy/literacy skills – at least equal to NQF Level 2 in English and Maths (e.g. GCSE grade C or higher)

	· Appropriate First Aid Qualification


	Experience
	
	· Experience working with children of relevant age in a learning environment.

· Working with outside agencies e.g social service

	Knowledge 

and Skills
	· Use ICT effectively.
· Approachable with the ability to relate well to children and adults.
· Attention to detail and accuracy

· Excellent organisational skills

· Ability to maintain confidentiality and discretion at all times

· Flexible and resilient
· Ability to meet deadlines in a demanding environment

	· Awareness of current educational safeguarding practices. 
· Experience of SIMS software.
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