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	Pastoral Site Lead
Job Description and Personal Specification

	
	

	Job title:
	Pastoral Site Lead

	Place of work:
	Norwich Include school 

	Hours of work:
	37 hours per week – Full Time

	Salary/Grade:
	£32,000

	Reports to:
	Pastoral Manager

	Level of screening:
	Enhanced DBS

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'. 
 We achieve this in two ways. First, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda. 
About Catch22’s Education hub  
Catch22 provides young people aged 4 to 18 with alternative and special education in order for them to progress and succeed in sustained education or employment. We do this through high quality teaching and learning based on effective relationships that enable the achievement of life skills and meaningful qualifications.  

	Where you fit in

	
In this role you will:
Support the Assistant Headteacher (AHT) & Pastoral Manager to provide leadership, vision and direction across the school. You will support and offer guidance to pupils and families to ensure the development of the school as a catalyst for social change, improving sustainable outcomes for young people and the community as a whole. You will be an important staff member for maintaining and improving the school’s inspection ratings through the delivery of high quality and high challenge, people focused and compliant education.

Manage, support and develop a group of marginalised young people and their families by building trusting relationships by providing individual sessions, group work, family visits and other interventions, including attending external professionals’ meetings. Oversee a holistic person-centered approach to a young person’s journey from entry to exit, bridging the gap between their academic, behavioral and therapeutic needs, whilst also breaking down any barriers towards low or non-attendance.

Support the Pastoral Manager and Attendance Support Officer, in managing, recording data and improving attendance. This is to include engaging in attendance meetings, professionals’ meetings, and assisting with providing data for prosecution paperwork, when necessary

You will be jointly responsible along with the Senior Leadership Team for embedding an outstanding ethos when it comes to safeguarding. 

Develop and maintain individual Pupil Support Plans that brings together internal, external and multi-agency professionals to support development, attainment and progression. To embed safeguarding and inclusion principles at the heart of all practice.

You will directly line manage Key Workers and be responsible for ensuring supervisions and Quality Performance Reviews are adhered to, in line with Catch22 Policies. 


	Main Duties & Accountabilities



· Work in partnership with the Assistant Headteacher & Pastoral Manager to design, development and deliver an outstanding, innovative and creative SEMH curricula across the school, including high quality and high challenge behaviour management and therapeutic support and utilising the latest technologies. 
· Support the Pastoral Manager to ensure effective quality assurance across the school and the use of self-evaluation to drive school improvement and strategic improvement of overall standards.
· Be a Deputy Designated Safeguarding Lead (DDSL) for the school, overseeing a team to ensure that all learners are safe and feel safe and that the Catch22 Safeguarding Policy and all linked safeguarding policies. Keeping Learners Safe/KCSIE statutory requirements are adhered to. Similarly, oversee the safeguarding caseload and all learners on CP Plans or CIN Reviews.
· Support the Assistant Headteacher & Pastoral Manager to ensure that policies, procedures and compliance is adhered to at all times, to provide our students with a safe and positive learning environment.
· Create an inspirational learning environment with high expectations of learner achievement, success and progression which supports and motivates students.
· Work in conjunction with the Head Teacher to ensure that the school’s overall effectiveness is judged by Ofsted as consistently good or outstanding.
· To line manage Keyworkers.
· To support the Pastoral Manager & Assistant Headteacher in all aspects of Safeguarding, behaviour, attendance and ICT issues.
· To ensure compliance, in conjunction with the Assistant Headteacher & Pastoral Manager, with the Independent School standards at all times. 
· Establish close collaborative and informative relationships with a range of partners including schools, LEA’s, Social Services, YOS, parents and communities.
· Attend multi-agency meetings involving social workers, police, and other professionals, ensuring all relevant data and information is prepared to provide a comprehensive overview of the student’s progress.
· Have understanding and knowledge of the Independent School Standards (ISS). 
Leadership and management:
· Act as role model; champion Catch22 and the Education directorate’s vision and values. 
· Manage and analyse performance data and report to Pastoral Manager. Take appropriate actions to address areas of underperformance.
· Manage and implement the contribution review process by setting targets for individual and team performance (as assigned by the Pastoral Manager) manage areas of staff underperformance effectively and timely. 
· Support the training and development of staff to ensure the delivery of outstanding safeguarding, behaviour and attendance. 
· Help to lead and manage the team in regard to safeguarding, ensuring all Catch22 safeguarding and child protection processes are followed, and that all staff are compliant with all statutory training. 
· Manage pupil behaviour on-site and support in the development of individual and whole school behaviour plans. 
· Ensure that appropriate behaviour strategies and positive handling are in place and training is completed when required. 
· Be responsible for the safe running of the school site including adhering to all health and safety policies and regulations, in the absence of the Assistant Headteacher and Pastoral Manager
· Help to recruit, coach, develop, motivate and manage Keyworkers in line with employment policies, procedures and best practice. 

Personal Development and Welfare
· Help to manage and deliver behaviour management training. 

Administrative:
· To manage the administration of school-based activities such as safeguarding, ICT, & People Services 
· To manage and maintain administrative systems and procedures; ensure that they are operated efficiently so that they fully support the school’s needs; recommend and implement new administrative systems, procedures and equipment, including administrative ICT, to meet the changing needs of the school.
· To manage the inputting of data on SIMS. 

Facilities 
· Working with the Assistant Headteacher & Pastoral Manager to monitor the work of on-site contractors and arrange for estimates for work. 
· To ensure compliance, in conjunction with the Senior Leadership Team, with the Independent School standards at all times.
· Ensuring that safeguarding policies and procedures are adhered to at all times. 
· To liaise with relevant members of the Local Authority (LA) and other commissioners in matters relating to attendance, behaviour and safeguarding.
· Be concise and be a responsible staff member in relation to all things Health & Safety and report where necessary  

General Duties 
· To provide other support as relevant to the Pastoral Manager. 
· Line Management of staff as directed by the Pastoral Manager and any volunteers supporting the school.
· Support external quality assurance visits eg Ofsted, Local Authority.
· Ensuring that the school is presented to parents, visitors and others in a positive, friendly and helpful way.


	What does good look like for this role?



· Improve attitude and engagement of pupils 
· Improve attendance and behaviour of pupils
· Provide reports to management of progress by pupil, class and school
· Enable pupils to make academic and pastoral progress 
· Provide feedback to Pastoral Manager on the CPD and development needs of the teaching support staff as required
· Pupils feel a sense of inclusivity and safe at school. 
· Safeguarding is managed to an outstanding level. 

	Organisational Relationships

	
· Reports to the Pastoral Manager.
· Line manages staff as required by the Pastoral Manager.
· Develops positive relationships with students, parents/carers, external agencies (e.g. social services) and other key stakeholders.
· Develops positive relationships with key personnel in the Catch22 Group.
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Classification : Official

	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	A relevant professional qualification (NVQ level 2) in working with young people, e.g. teaching, youth and community work, social work, counselling, mentoring.
Level 2 English and Maths. 

An IAG qualification or willingness to work towards at level 5. 

	

	Application

	KNOWLEDGE
	· An understanding of the political and educational context of social inclusion.
· A knowledge of behavioral management techniques and understanding of de-escalation techniques.
· An understanding of the social, emotional and intellectual needs of young people and families. 
· An understanding of multi-agency work and the roles of these disciplines.
· An understanding of childcare, child development and supporting theories. Emotional literacy, attachment, brain development, etc.
· A knowledge and understanding of influences on parenting and parent-child relationships. 
· A knowledge and understanding of influences on children and young people. E.g. peer pressure, gang culture, bullying, etc.
· Knowledge of Safeguarding & Equality acts.
	
	Application/Interview

	EXPERIENCE

	· Experience of working with our cohort of young people including those with complex, high behavior and additional learning needs.
· Extensive behaviour management experience with students who have complex needs and extreme behaviour.
· Experience of working with complex young people and families who have social, emotional and behavioral difficulties. Including those who are from a variety of ethnic groups and cultures or who may be vulnerable or disadvantaged in some way.
· Experience of working within a learning environment and being actively part of supporting the learning process.
· Building sustainable relationships with young people and their families, both formally and informally. 
· Assessing family situations and needs to develop and implement effective strategies, risk assessments and individual educational/learning support plans.
· Working with a range of issues affecting young people and their families, such as substance misuse, domestic violence, multiple exclusions, offending behavior. 
· Using a holistic person centered approach when working in or with multi professional teams/agencies. 
· Report writing.
	
	Application/Interview

	SKILLS & ABILITIES
	· Maintain records and prepare written reports. 
· Communicate effectively, both verbally and in writing, with colleagues, parents/carers and other agencies. 
· Good interpersonal skills to maintain productive working relationships with colleagues and other agencies.
· Have a flexible and creative approach to service delivery.
· Be emotionally resilient and be able to work in a challenging environment.
· Manage a significant caseload and deliver targets.
· Ability to organise and manage your own work routines/caseloads effectively with a minimum of supervision and support.
· Ability to perform all requested administration activities relating to data capture, evaluation and reporting.
· Advocacy and Counselling skills.
· Competency with certain IT applications, specifically Outlook, MS Word, Internet Explorer.
· Ability to assess risks in working with young people and their families. 
	· Proven ability to negotiate with and influence a variety of internal and external stakeholders.
	Application/Interview

	OTHER
	· Share Catch22 values
· Awareness of and commitment to Equality & Diversity
· Willing to travel and work flexibly
· Desire to develop and undertake training as required
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