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JOB DESCRIPTION

Position:     			Pastoral and Wellbeing Support Assistant 

Responsible to:   		Deputy Head of Pupils

Contract type: 		Permanent, Full Time (term time only, 37 weeks per year)
Hours				Monday – Friday 8am – 5pm (40 hours per week)
Salary: 			£23,106 per annum (FTE £26142)


The Maynard School has a very positive, family friendly atmosphere. The staff care passionate about the well-being of the girls, and our students are vibrant, enthusiastic and affable. The concept of community is something that we believe is essential for a successful school and we all strive to ensure that every member of our community feels valued but also contributes positively to School life. Of course, we take great pride in our outcomes, and a primary focus will always be the superb teaching and learning across all areas of the school. However, students can only learn effectively when they are well equipped to do so, and so high-quality pastoral care is essential. 

The Pastoral Support Assistant will work closely with the Deputy Head Pupils, DSL and Heads of Year and the staff in the pastoral team to ensure effective pastoral care and excellent early help routes for our pupils. The successful applicant to this post will be able to offer mentoring and support to our pupils and will work closely with families and parents to help safeguard student wellbeing. Working at The Maynard School is tremendously rewarding and this role is a fantastic opportunity to make a real difference to young people’s lives as well as offering abundant prospects for professional development. 

The Role and the Pastoral Team
This is an exciting opportunity to work in a new role which will expand the school’s pastoral care systems and place wellbeing at the heart of what we do. The Maynard School was the first school in the South West to win the Wellbeing Award for Schools and we wish to continue to build on our success with this new role. The non-teaching role working from our wellbeing hub will support the work of Heads of Year and tutors in providing mentoring and support for our students. 
The successful applicant may well have qualifications in MHFA, counselling or other wellbeing therapies such as ‘Thrive’ which can assist with early help support for students. Alternatively, the successful applicant may be interested in gaining such qualifications through professional development programmes. 


JOB DESCRIPTION
The following is a guide to some primary tasks; it is not meant to be an exhaustive list.

Pupil pastoral/ wellbeing support.
· Provide support to pastoral teams in giving students support, time, mentoring and advice 
· Represent the school at meetings with external agencies as appropriate. 
· Support pupils in crisis; lending a calm approach and a listening ear to students dealing with anxiety and other pastoral issues. 
· Work with the DSL and Heads of Year in completion of referrals and liaison with outside agencies such as CAMHS, Police, School Nurse, and others as appropriate.
· Maintain accurate records of interventions.
· Liaise with the students’ parents or carers to support good attendance.
· Where necessary arrange meetings in school - liaising with parents, staff and students.
· Promote behaviour for learning by helping students to improve their behaviour and intervene where student behaviour needs to be corrected, working with parents and carers to improve student behaviour.
· Undertake supervision duties at break time, lunchtime and after school. 
· Assist in the development and deployment of reintegration plans for students requiring support with their pastoral wellbeing.
· Make effective use of data systems to support management of pastoral systems.
· Assist with the peer mentoring programme. 
· Spotting trends for lateness in AM or PM registration and contacting parents, when necessary, as per our early intervention process. 
General Responsibilities 
· To comply with all school policies.
· To undertake appropriate training as and when required.
· To self-manage time to ensure all tasks are completed as directed by the line manager.
· To act as a role model for students particularly in dress, punctuality, behaviour, language and conduct. 
Health and Safety Responsibilities
· To adhere to school health and safety policies, procedures and current statutory health and safety requirements.
· To attend training as and when required for the purposes of safeguarding children and operate safety.
· To ensure the school is immediately notified of any issues that may affect your right to maintain enhanced clearance to work on the school site (DBS).


Safeguarding Administration 
Safeguarding Documents 
· Update the policies in the folder in both staff rooms so that the documents are available for staff to access easily. 
· Update staff SG notice boards 
· Update the One Minute Guides folder, as more guides are available. 
· Update the other important documents in files as needed.

Staff Training 

· Book staff training through DES or other providers as required, and coordinate for inset
· Coordinate training – sending out emails and tracking completion including follow ups
· Keep a log of staff at Level 3; renewal is every 2 years. 
· Keep a log of all other staff training in the school; renewal is every 2 years, providing the staff receive updates throughout the school year. 
· Keep a log of all staff training throughout the school year, e.g., bulletins, weekly questions, emails and staff briefings. 
· Safeguarding questions to whole school – keep a log of what has been asked 

Safeguarding Team meetings 
· Attend weekly SG meetings. 
· Take minutes at the meetings and ensure CPOMS updated and spreadsheets updated.

Safeguarding spreadsheets and log 
· Maintain a document listing all the pupils on the safeguarding register over the course of the school year, indicating MASH referrals/Counselling any external help.
· Maintain two spreadsheets over the year (one Senior pupils and one Junior) and update them weekly, following the Safeguarding team meetings, in the Red, Amber, Green coding.
· Maintain resources files online and in the Hub to signpost to pupils
· CPOMS data and graph producing 
· Coordinating counsellors’ workshops and counselling sessions
· Update wellbeing and SG notice board(s)
· Assist DSL in monthly staff SG newsletter
· Assist DSL in communicating to parents/pupils regular topical SG updates/resources.



PERSON SPECIFICATION

	Skill
	Essential or Desirable (E/D)

	High level communication and people skills, with a good personal manner.
	E

	Excellent organisational skills and punctuality.

	E

	Good IT skills (experience of Microsoft Office and managing PDFs ).

	E

	Able to relate effectively to young people and
Maintain positive communication.
	E

	Able to communicate effectively with parents and
carers
	E

	Able to work effectively with colleagues and form
positive relationships
	E

	BACP Accreditation, UKCP registration or BPC
	D

	Further therapeutic training or qualification in working with children and young people
	D

	Patience and listening skills
	E

	Personal Qualities
	Essential or Desirable

	Sense of Humour
	E

	Professional in manner, actions and appearance
	E

	Approachability
	E

	Ability to keep confidentiality
	E

	[bookmark: _Hlk72853066]Knowledge 
	Essential or Desirable

	Knowledge of relevant regulatory or legislative
framework e.g. school attendance and safeguarding
regulations
	D

	Experience 
	Essential or Desirable

	Experience of working with young people
	D

	Experience of working in a school environment 
	D

	Experience of collaborative working with external
organisations and agencies
	D



The Maynard School reserves the right to vary the detail of this job description from time to time, subject to consultation.
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