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CITY OF LONDON ACADEMY – ISLINGTON    JOB DESCRIPTION
___________________________________________________________________
Title of Job: Pastoral Support Manager
Grade: SC5, Sc 12-15
Hours: Full-time (35 hours per week), term time only
Responsible to: Head of Year and Pastoral Support Lead
Responsible for: Behaviour Management & Modification Systems
Principal Accountabilities:
The duties outlined in this job description are in addition to those covered by the Local Government Terms and Conditions Document. It may be modified by the Principal, with your agreement, to reflect or anticipate changes in the job commensurate with the salary and job title.
· Support year group activities, behaviour management, pastoral care, safeguarding and attendance monitoring

· Contribute to all aspects of the management of student behaviour

· Implement and monitor the behaviour improvement pathway, in line with the Academy Policy

· Be a mentor to students.

· Deliver behaviour intervention groups

· Support with tutor time activities
· Participate in active classroom support duties

· Administer the detention system as required

· Keep parents/carers informed of their child’s behaviour and build positive relationships with families
· Support extra-curricular activities
· Liaise with staff and external bodies as appropriate

The postholder will also:

· Establish constructive relationships with parents/carers exchanging information, facilitating support for their child’s good attendance, behaviour and learning

· Reward good behaviour and challenge/take action on poor behaviour

· Support teaching/support staff in maintaining discipline and following up incidents 

· Monitor/track behaviour of students and with the Head of Year and Vice Principal decide on a range of appropriate interventions and support to improve behaviour

· Support the Head of Year in coordinating assessments for students with emotional and behavioural needs in accordance with the SEN Code of Practice

· Decide on the nest course of action, referring to the Head of Year and/or SLT if required

· Maintain a high degree of confidentiality with regards to student issues

· Collate supporting material and documentation required for reintegration and exclusion meetings
Key Organisational Objectives:

The postholder will contribute to the Academy’s objectives in service delivery by:

· Following health and safety requirements and initiatives as directed

· Ensuring compliance with Data Protection legislation

· The Academy is committed to safeguarding and promoting the welfare if children and young people and we expect all staff to share this commitment

· At all times operating within the school’s equalities policies

· Commitment and contribution to improving standards for pupils as appropriate
· Adopting customer care and quality initiatives

· Contributing to the maintenance of a caring and stimulating environment for young people

· Fulfilling the role of mentor if required

· At all times adhering to professional business standards of dress, courtesy and efficiency in line with the ethos and specialism of the Academy.

Conditions of Service:
Governed by the National Agreement on Pay and Conditions of Service, supplemented by local conditions as agreed by the Trust.

Because of the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as amended. Candidates are required to give details of any convictions on their application form and are expected to disclose such information at the appointment interview.

Because this post allows substantial access to children, candidates are required to comply with departmental procedures in relation to Police checks. If candidates are successful in their application prior to taking up post, they will be required to give written permission to the Department to ascertain details from the Metropolitan Police regarding any convictions against them and, as appropriate the nature of such convictions. This post is subject to an enhanced Disclosure and Barring Service check.
Equal Opportunities
The post holder will be expected to carry out all duties in the context of and in compliance with the Academy Equalities Policies.

Date of issue:
………………………………

Signature of Post holder:   ………………………………

Signature of Principal:
………………………………

	
	Person Specification
	
	

	Job Title:
	Pastoral Support Manager
	
	

	
	
	Essential
	Desirable

	Qualifications
	
	

	Educated to Degree level or equivalent
	
	X

	GCSE English Language A-C  (or equivalent)
	X
	

	GCSE Mathematics A-C (or equivalent)
	X
	

	Between 1 and 3 years of experience in a broadly comparable student behaviour support role
	
	X

	Experience of working with members of the general public
	X
	

	Experience of working within a secondary school
	
	X

	Experience of working with students for whom English is an additional language
	
	X

	Experience and ICT Skills
	
	

	Experience of using Microsoft Office
	X
	

	Experience of using Microsoft Outlook
	X
	

	Experience of using SIMS or other databases
	
	X

	Experience of working with students of all abilities
	
	X

	Liaising with parents, external agencies etc
	
	X

	Experience of setting up and running a range of administrative systems
	X
	

	Experience of delivering mentoring or intervention programmes
	
	X

	Using recording and reporting systems 
	
	X

	Multi-agency working
	
	X

	Developing banks of resources
	
	X

	Skills
	
	

	Personal:
	
	

	Must be well organised
	X
	

	Must be well presented
	X
	

	Excellent communication skills in writing and orally at all levels
	X
	

	Ability to work under pressure while maintaining a positive, professional attitude
	X
	

	Ability to work as part of a team
	X
	

	Ability to organise and prioritise workload and work on own initiative
	X
	

	Ability to communicate effectively with staff, students, parents and agencies/statutory bodies etc. And maintain good working relationships
	X
	

	Ability to accurately input information on a database 
	X
	

	Flexible and willing to contribute to the success of the team
	X
	

	Commitment to equality of opportunity
	
	X

	Administrative:
	
	

	Experience of using, setting up, maintaining and developing administrative systems
	X
	

	Problem solving
	X
	

	Attention to details in communication and planning
	X
	

	Relations:
	
	

	Have excellent interpersonal skills and be able to communicate effectively
	X
	

	Ability to develop good relations with staff and pupils and the wider school community
	X
	

	Ability to motivate
	X
	

	Ability to build good relationships at all levels
	X
	

	Ability to work some evenings, such as parents evenings
	X
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