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Job Description/Person Specification
Child Looked After (CLA) & Pastoral Support Assistant

	Job Description

	
Job Title:
	Child Looked After (CLA) & Pastoral Support Assistant

	Pay Grade / Scale / Range:
	
NJC Scale 6, Points 18-22
Plus SEN allowance


	Benefits & Perks:
	
Flexible Working, occupational pension scheme, occupational sickness scheme, Flexible Working


	Working hours:
	
36 hours 40 minutes per week, term Time only plus 5 days. Permanent. Flexibility if needed.

Ability to work the hours needed to meet all the demands of the job.


	Location:
	
Initially based at Springboard Project.  All staff are required to work at any site of the New Bridge Group


	Special circumstances:
	Some out-of-hours working required at busy times.  

	Staff responsible to:
	Safeguarding Manager

	Staff responsible for:
	None

	Accountable to:
	Headteacher 

	Probationary period:
	26 working weeks (only applicable to candidates not yet working for the New Bridge Group)





New Bridge MAT
Child Looked After & Pastoral AssistantJob Purpose

Working under the direction of the Safeguarding Manager, provide dedicated pastoral, emotional and practical support to Child Looked After (CLA) and other vulnerable pupils within a SEMH setting, ensuring their educational, social and emotional needs are met so that they can achieve stability, engagement and success in school.

The role is to support the children and young people’ pastoral needs on a group or one to one basis. The postholder will act as a key adult, advocate and liaison between school, carers, social workers and external professionals, supporting high quality Personal Education Plans (PEPs) and ensuring barriers to learning are identified and reduced.






	
Key Tasks – Whole School - (for purposes of this job description, the term ‘school’ includes all the sites within the multi-academy trust)

Looked After Children Support 

· Act as a named key adult for Child Looked After (CLA) within the school.

· To work under the direction of the Safeguarding Manager to ensure that CLA and Previously Looked After Children (PLAC) are not placed at a disadvantage and receive appropriate support to achieve academic, social, and emotional success in school.
· Support the Designated Teacher for CLA in monitoring attendance, progress and wellbeing.
· Contribute to the development, review and implementation of Personal Education Plans (PEPs).
· Attend and contribute to PEP meetings and relevant multi-agency reviews.
· Liaise effectively with social workers, carers, Virtual School (VSH) representatives and other professionals.
· Track and report on academic, attendance and behaviour data for CLA pupils.
· Ensure Pupil Premium Plus funding is used effectively to support identified needs.
· To work collaboratively with relevant professionals, including the VSH, to ensure that the Designated Teacher and other school staff are equipped to identify potential signs of mental health concerns among LAC and PLAC, and understand how to access further assessment and support when required.
· To work with relevant professionals, including social workers and school staff, to develop, monitor, and review LAC and PLACs PEPs. 
· To liaise with the Designated Safeguarding Lead to ensure that safeguarding concerns involving looked-after and previously looked-after children are reported, recorded, and acted upon in line with statutory guidance and school policy.
· To play a key role in ensuring that PEPs are effective in coordinating support and enabling looked-after pupils to make good educational progress.
Pastoral and Emotional Support
· To provide additional support to the pastoral team, contributing to the promotion and maintenance of the overall wellbeing of the student body.
· Be an active, flexible and reliable member of the Pastoral Team.
· To provide support in addressing the needs of students who need particular help to overcome barriers to learning. 
· To assist with the development and implementation of Individual / Behaviour/ Support/ Mentoring plans 
· Share key information, advice and guidance with others regarding the support of children and young people under the direction of the Safeguarding Manager. This could include sharing knowledge of activities, courses, organisations and individuals that can be accessed to provide additional support to children and young people. 
· To provide a range of information, advice and guidance to support and enable children and young people, tailored to their specific needs, to make choices about their own learning and behaviour.  
· Promote a culture in which looked-after and previously looked-after children are: 
· Prioritised for appropriate academic support
· Encouraged and supported to actively participate in all aspects of school life
· Supported to succeed and to raise aspirations towards further and higher education or highly skilled employment
· Enabled to take ownership of their learning, with regular opportunities to discuss progress and next steps
· Provided with safe, supportive opportunities to discuss and address difficult issues, including SEN, bullying and attendance

· Set high expectations of the learning and achievement of looked-after and previously looked-after children, and work collaboratively with teachers to set ambitious, targeted outcomes through PEPs in order to accelerate progress.
· Ensuring that PEPs are completed and reviewed within statutory timescales.
· To act as a central point of contact for carers, parents, and guardians, promoting strong and positive home–college links.
· To support pupils’ progress by ensuring effective, timely communication with carers, parents, and guardians.
· To encourage high aspirations and work directly with looked‑after and previously looked‑after children to plan for their future success and fulfilment.
· To ensure that carers, parents, and guardians are fully involved in decisions relating to their child’s education.
· To work collaboratively with carers, parents, and guardians to develop an understanding of the child’s emotional and behavioural needs.
· To build and maintain effective working relationships with other professionals, in particular the Virtual School Head’s (VSH) and the local authority’s SEND team, to ensure that the school responds appropriately and effectively to the needs of its pupils.


	



	Standard Duties


	

	1. To work across the New Bridge Group if required.
2. To understand the importance of inclusion, equality and diversity, both when working with children and young people and with colleagues, and to promote equal opportunities for all.

	
	3. To uphold and promote the values and the ethos of the school.

	
	4. To implement and uphold the policies, procedures and codes of practice of the school, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

	
	5. To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.

	
	6. To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.

	
	7. To attend and participate in relevant meetings as appropriate.

	
	8. To undertake any other additional duties commensurate with the grade of the post. 






	Contacts

Children and young people, colleagues within the school, staff of the local authority, other education and healthcare professionals, parents, carers and guardians and visitors to the school







	


	Responsible to:

	Safeguarding Manager

	Responsible for:

	Not applicable



	Special Conditions:

An enhanced Disclosure and Barring Service (DBS) check is required for this post 




	
	DATE
	NAME
	POST TITLE
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PERSON SPECIFICATION

PLEASE NOTE: Governors/Directors will use the criteria below (those emboldened) to shortlist. Only those applicants who demonstrate that they meet those criteria (to the Governors/Directors satisfaction) will be invited to interview.
                	
	
	Selection Criteria
Essential
	Selection Criteria
Desirable
	How Assessed

	
Education & Qualifications
	
Level 3 qualification or equivalent 
GCSE or Level 2 equivalent in Maths and English

	
E

E
	
AF / I




	
Experience
	
Experience working with children and young people and their families.

Reliable with an excellent record of attendance and punctuality  

Ability to deal sensitivity with vulnerable children and young people, their families / carers and other external agencies. 

Sound understanding of confidentiality. 

Awareness of child protection issues. 

Firm, sensitive and effective approach towards student discipline and the ability to remain patient and calm in challenging situations.

Willingness to participate in relevant training and development opportunities

Ability to build and maintain effective, appropriate and professional relationships with children, young people, staff and parents.

Confident and able to use own initiative. 

Ability to promote a positive ethos and role model positive attributes.

Experience of reviewing and updating behaviour plans.

Experience of using and integrating ICT as part of the learning process and an awareness of systems across school including CPOMs.

Experience of working in a team collaboratively to share ideas and achieve objectives 

Experience of undertaking clerical and administrative tasks


	
E



E



E




E


E


E





E



E






E


E



D


D





E



E

	
AF / I



AF / I



AF / I




AF / I


AF / I


AF / I





AF / I


AF / I







AF / I


AF / I








	
Skills & Abilities
	Interpersonal skills to form and maintain positive working relationships with children and young people, their families, colleagues, and other education/healthcare professionals and partner organisations

Listening skills to support children, young people and their families /carers through understanding their point of view in a non-judgemental approach

Creative skills to develop a range of different options and alternatives that will support children and young people to engage in the learning process

Organisational skills to manage time effectively, meet potentially conflicting deadlines and work without close supervision
Deal successfully with challenging situations including conflict resolution

Ability to organise, forward plan, prioritise workload and meet deadlines

Effective management of information including meetings and record keeping

Clean driving licence with access to a personal vehicle and business insurance

Ability to communicate effectively and professionally to a range of audiences
	E








E






E





E




E



E



E



E



E

	
AF / I





AF / I





AF / I





AF / I





AF / I

AF / I



AF / I



AF / I



AF / I



AF / I





	Knowledge
	Knowledge and understanding of the range of potential barriers to learning and attending school faced by children and young people and how these might be overcome

Knowledge and understanding of data protection and confidentiality issues 

Knowledge of safeguarding, including Early Help, social care, MASH team processes, and child protection issues with knowledge of appropriate action to take if a disclosure is made.
Knowledge of statutory systems and processes for children looked after eg PEPs (Personal Education Plans)

Strategies and interventions to improve pupil engagement, attendance and behaviour

Knowledge of support strategies to raise academic achievement of young people




Knowledge of different software systems to record, monitor and analyse a range of data eg attendance, achievement, behaviour etc

Knowledge and understanding of the range of external services, partners and agencies locally and nationally that can support young people and remove barriers to learning and development eg CAMHs, Early Help, Educational Psychologists etc.

	E






E



E










E



E






E





E
	
AF / I





AF / I




AF / I









AF / I



AF / I




	
Work circumstances

	To work occasionally out of school hours

Could be the requirement to make home visits for which an appropriately insured vehicle needs to be available to use.

	
	
I


I



Abbreviations: AF = Application Form; I = Interview.

Any candidate with a disability who meets the essential criteria will be invited to interview
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