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	Job Title
	Pastoral Lead

	Grade
	Grade G Scale Point 23 – 27 Term Time Plus Five Days

	Primary Purpose of the Job
	To promote and provide an efficient attendance service for the school.
To support the Designated Safeguarding Lead (DSL) in matters of safeguarding in the role of Deputy Designated Safeguarding Lead (DDSL).


	Responsible to
	Head Teacher/Designated Safeguarding Lead



Main Duties and Responsibilities

Attendance
· To monitor attendance and punctuality and follow issues promptly keeping accurate records and analysing attendance records.
· To ensure systems for identifying and improving persistent absenteeism are correctly followed including first day contact including home visits.
· Complete data analysis and produce written reports for all attendance matters and provide updates for staff on pupil attendance/punctuality as and when required.
· To raise awareness to staff/parents/carers on the importance of school attendance.
· To monitor the attendance of all vulnerable groups of pupils (as well as individual ones) and liaise with school staff accordingly with updates.
· To produce and interpret information relating to attendance patterns and analyse data to inform good practice.
· To collate information with regards to attendance/punctuality of pupils who may be experiencing attendance difficulties.
· To collate and record information with regards to all absences.
· To support the school regarding pupils with poor school attendance.
· To check and remind staff where necessary to complete registers to ensure all missing marks/absences are accounted for.
· To create and maintain positive and productive relationships between home and school in order to establish the reasons for non-attendance, to support plans for facilitating a return to school within specified timescales.
· To work with school staff/pupils/parents and carers to identify individual problems and possible solutions.
· Provide advice and support for pupils returning to school following long periods of absence.
· To assist with the identification of pupils who will receive support in improving their attendance and produce action plans to improve attendance/punctuality in order to meet set targets.
· Work with the Pastoral Team, Senior Leadership Team, staff and other external agencies to improve attendance and complete referrals.
· To check records prior to the census and information required by Bolton Council to ensure school attendance is accurate and up to date
· To support and encourage punctuality/regular high attendance in order to reduce the number of persistent absentees thus ensuring the school target is met and exceeds the local and national average
· Keep up to date with current legislation, update letters in accordance with new guidelines on attendance and produce attendance certificates
· To liaise effectively with the Early Intervention Team.


Safeguarding
· To implement the school’s Safeguarding Policy and procedures.
· Responding appropriately to disclosures or concerns relating to the wellbeing of children.
· Maintaining accurate, confidential and up-to-date documentation on all cases.
· Liaise with school staff in initiating multi-agency referrals for pupils.
· Receive and coordinate referrals, arranging action and reviewing services for children and families with guidance from the Designated Safeguarding Lead (DSL).
· Liaise with the DSL regarding issues, especially ongoing enquiries under section 47 of the Children Act 1989 and police investigations.
· Act as a source of support, advice and expertise to staff on matters of safeguarding and when deciding whether to make a referral by liaising with relevant agencies in consultation with the DSL.
· Liaise directly with children in need and their families in the community in order to promote, strengthen and develop the potential of parents/carers and their children in order to prevent children missing in education / becoming looked after and/or suffering significant  harm.
· Liaise  with  local  and  feeder  schools to  ensure  smooth  transition  for  children  who  are currently working with multi-agencies.
· Encourage a culture of listening to children and young people taking in to account their wishes and feelings so that measures may be put in place to protect them.
· Respond appropriately to disclosures or concerns which relate to the well-being of a child.
· Maintain accurate, confidential, secure and up-to-date documentation on all cases of safeguarding and child protection.
· Co-ordinate referrals to multi-agencies and where appropriate act as the lead in professionals meetings.
· Ensure that students who are victims of abuse are supported appropriately and sensitively, planning and intervention meetings are successfully carried out and monitored being alert to the specific needs of children in need, those with special educational needs and disabilities and young carers.
· Ensure that the Safeguarding Policy is available publicly and parents/carers are aware of the fact that referrals about suspected abuse or neglect may be made and the school’s role.
· Maintain confidentiality at all times and be aware of data protection and the sharing of information.
· Work with staff to maintain a confidential database of safeguarding referrals.
· Adhere to the School’s policies as outlined in the staff handbook.
· Produce reports as agreed with the DSL/Headteacher.
· Work with parents of pupils with health concerns – to ensure maximum student participation as appropriate.

Other
· To assist with the efficient running of the office and undertake general office duties/assistance as required. 
· Be a point of contact at the front of school on a daily basis and signpost parents to relevant areas of personnel. 

Support for the School
· Comply with school policies and procedures relating to child protection, health, safety and security, confidentiality and data protection.  Report all concerns to the appropriate person (as named in the policy concerned).
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· Contribute to the school ethos, aims and development/improvement plans
· Establish constructive relationships and communicate with other agencies/professionals in liaison with the teacher, to support achievement and progress of pupils taking the initiative to develop appropriate multi-agency approaches
· Attend and participate in regular meetings as required.
· Participate in training and other learning activities as required, e.g. staff meetings.
· Establish own best practice and lead specialist area and use to support others.
· Assist with the planning of opportunities for pupils to learn in out-of-school contexts, according to school policies and procedures and within working hours.

Core Competencies
These core competencies are considered essential for all roles within this school. Please be prepared to be assessed on any of these during the interview process and, for the successful applicant, throughout the probationary period.

Developing Self and Others
Promote a learning environment to embed a learning culture. Support others to develop their skills and knowledge to fulfil their potential. Actively pursue your own development.

Civil Contingencies
Bolton Council has a statutory duty under the Civil Contingencies Act 2004 to respond in the event of an emergency. If the Emergency Management Plan is activated, you may be required to assist in maintaining key council services and supporting the community. This could require working outside of routine working hours and working from places other than your normal place of work.

Equality and Diversity
Uphold the principles of fairness and the Equality Act 2010 in all undertakings as an employee of the school, including providing a fair, accessible service irrespective of customer’s race, religion, gender, sexuality, disability or age.

Customer Care
The ability to fully understand, assess and resolve the needs of all customers including those who present with complex situations, in a manner that respects dignity and expresses a caring and professional image.

Health and Safety
Take responsibility for the health and safety of yourself and others who may be affected by your acts or omissions, and comply with all health and safety legislation, policy and safe working practice, including participating in training activities necessary to your post.

Data Protection and Confidentiality
Ensure that any personal data or confidential data you hold is kept securely and is not disclosed, whether electronically, verbally or in writing, to any unauthorised third party. Follow school policies and procedures on dealing with personal information and information assets, including the Code of Conduct, Information Management, and ICT Acceptable Use. Personal or confidential data should only be accessed or used for school purposes.

Fluency Duty
Should you be required, as a regular and intrinsic part of your role, to speak to members of the public in English, you must be able to converse at ease with customers and provide advice in accurate spoken English, as required by the Immigration Act 2016.

Working Hours
The nature and demands of the role are not always predictable and there will be an expectation that work will be required outside of normal hours from time to time.

Safeguarding
This School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Should the role involve working with the above groups, you will be subject to an Enhanced Disclosure and Barred List check by the Disclosure and Barring Service.
The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.


 Pastoral Lead Person Specification

	Job Title:
	Pastoral Lead



	MINIMUM ESSENTIAL REQUIREMENTS
	ESSENTIAL
	DESIRABLE

	Good general education; minimum 5 GCSEs grade A*- C (or equivalent) including English
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	Full, clean UK driving license
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	Experience of working with young people of primary and/or  secondary age
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	Knowledge and awareness of legislation relating to school attendance
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	Experience of using Bromcom or similar data management system
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	Knowledge and understanding of legislation relating to the  safeguarding and protection of children
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	Knowledge of the education system
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	Experience of working with external agencies relating to the welfare of children
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	Experience of working in a busy office environment, with many competing priorities
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	Ability to work on own initiative within school protocols  and  procedures
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	Excellent written and oral communication skills and the ability to communicate effectively with all stakeholders (children, parents/carers, external agencies etc.)
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	Good organisation and time management skills
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	Ability to deal with difficult situations when they arise and have challenging conversations when required
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	Ability to develop respectful and professional relationships with  , pupils, parents/carers and colleagues
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	Ability to adopt a flexible approach to supporting children  and their families
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	Ability to work as part of a team and have a commitment to   supporting further school improvement
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	Ability to maintain a professional and positive manner at all times
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	OTHER QUALITIES/REQUIREMENTS
	
	

	A commitment to own personal development and willingness to actively engage in the performance management process
	[image: C:\Users\040jeffriesd\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\F345B63A.tmp]
	

	Dependable, committed and adaptable, with a flexible approach to work
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	Ability to work collaboratively with colleagues
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	Ability to work outside of core hours when required, e.g. school holidays.
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	CORE ORGANISATIONAL COMPETENCIES
	ESSENTIAL
	DESIRABLE

	Valuing Diversity 
Listen, support the diverse contributions made to the school/setting without prejudice.  Challenge behaviours and processes which do not positively advance the diversity agenda whilst being prepared to accept feedback about own behaviour.  Recognise people’s strengths, aspirations and abilities and helps to develop their potential.  Understand how Valuing Diversity and inclusion can improve our ability to deliver better services and reduce disadvantage.
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	Caring for Customers
Listen and respond to customer need.  Network with others to develop services for the benefit of the school/setting community.
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	Developing Self and Others 
Be willing to share learning and encourage others to do the same.  Listen to others and respond to their needs.  Strives for improvement and take responsibility for own development.  Be self-confident and lead by example.
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	Health and Safety
Ability to identify risk to self and others when undertaking work activities and appropriate actions needed to minimise risk.
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	Confidentiality
Acknowledge the need to maintain confidentiality at all times and to become aware of the National, Council and school/setting policies on Confidentiality, and the management and sharing of information.
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	Energy Efficiency 
Be aware of the energy efficiency issues in own area of work and throughout the organisation
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	Note to Applicants: Please try to show in your application form, how best you meet these requirements
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