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	Department
	EDUCATION 
	Division  
	Kilgarth School

	Designation
of Post
	Pastoral Support Worker

	Grade

PO1 
	Post No



	Responsible to
	Headteacher

	Immediate Subordinates
	None

	Job Purpose
To assist the Designated Safeguarding Lead (DSL) in all aspects of managing safeguarding concerns, liaising with external agencies and the monitoring of all aspects of behaviour and safety in school.
Be responsible for developing and maintaining effective partnerships with parents in order to develop and maintain contact and communications with parents/carers to include home visits.
Support pupils’ attendance to school 

To work closely with all staff to support behaviour modification and the management of vulnerable children
To be responsible for the role of exams officer

Key Tasks
· To support the management of the day to day safeguarding needs of the school in liaison with the DSL.

· To support the monitoring of safeguarding and behaviour and safety, to ensure that the school operates within the legislative framework and recommended guidance.

· To maintain robust, detailed, accurate records for all aspects of safeguarding and to ensure that information is stored and shared within guidelines. 

· Complete and attend PEP and Annual Review meetings. Complete court reports. Attend LAC, CP CIN meetings and lead TAF meetings where necessary 
· Coordinate with the DSL to ensure all requirements with regards to student safety and wellbeing are met.

· Provide mentoring support to students in crisis within the school
· Support pupils’ attendance to school – morning house calls/ attendance meetings/liaise with LA attendance team 

· To meet regularly with the Senior Leadership Team to report back on home visits and work with the Senior Leadership Team to help plan strategies and interventions to address individual family issues
· To be responsible for providing weekly CPOM data to SLT
· To work closely with all staff to support behaviour modification and the management of vulnerable children 
· To work closely with all staff to support behaviour modification and the management of vulnerable children in their classes.
· To feedback to all staff re training and pass on examples of strategies and good practice.
· To be responsible for the overall smooth running of the internal and external examinations, ensuring that all related administration and preparation is undertaken.
· Work with subject leads to gain an accurate picture of pupil need in order to complete access arrangements.

· Be available for two days in the summer holiday, to coordinate exams results day.

· Participate in training programmes.


	Signed by Headteacher                                                                    Date
………………………………………………………..                             ……………………………….
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