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JOB DESCRIPTION

JOB TITLE:
Pastoral Manager
GRADE:

I, points 19 - 22 
HOURS:

37 hours pw (TTO +5 days)
REPORTING TO:


MAIN PURPOSE:  Promote the culture of the school through inspiring excellence and the school core values of Respect, Responsibility, Resilience, Honesty and Kindness.  To integrate school academic and pastoral support, to include interventions with other provisions within school and elsewhere in order to provide support and guidance to students and their families, in order to promote effective participation, enhance individual learning, achievement, progress and aspirations.
ACCOUNTABILITIES:
Organisation

· To develop using own judgement, deliver and evaluate time bound action plans to groups of students or individual students who are underachieving, based on relevant data

· Have operational responsibility for behavior in the school day including on calls, duties and reflection room supervision.

· To operationally manage processes around fixed term exclusions including attending return to school meetings.

Responsibilities

· Ensure high standards of uniform. 
· To be the first point of contact for parents of students in this year group.
· To ensure that bullying is dealt with swiftly and effectively within this year group, with appropriate records kept.
· Liaise with and share information with the attendance team. 

· Identify students whose behaviour is a concern (through regular ClassCharts analytics) and direct or instigate appropriate intervention to address presenting issues.

· Identify barriers to positive behaviour with individuals and groups of students and put in place support to address presenting needs (for students up to 9 FTE in a term).
· Lead on parental meetings following internal and external exclusions up to and including 9 days external exclusion within a term.

· To manage behaviour incidents as they occur, including investigating incidents and managing students involved. 
· To log, record and maintain records of incidents and actions following incidents.
· Ensure that communication with parents of students in the cohort is excellent, both globally and for individual students.

· Attend other pastoral meetings as appropriate.

· Collate work for students when required.
· Ensure Student records are updated where appropriate.
Communication

· Deliver assemblies for the year group as required. 

· Lead on communication with staff to ensure the timely dissemination of relevant pastoral information to staff.

· Lead on liaison with parents and staff on student behaviour and welfare matters keeping them informed regarding issues and actions.

· Ensure effective liaison with relevant outside agencies.
Safeguarding

· To have an enhanced knowledge of safeguarding procedures and protocols.

· To liaise with the designated safeguarding lead around incidents or information received.

· To complete relevant SAFER referrals under the guidance of the designated safeguarding lead.

General

· Attend weekly pastoral briefing meetings.

· Uphold and actively support the school’s policies and procedures.
· Work as part of a team and support students of all phases with behavioural intervention as and when required.
· To organise with relevant stakeholders meeting times and dates and inform relevant attendees.
· Develop rewards for individuals and groups of students to promote a positive culture and recognize success, in line with school policy.
· To work as part of a team and support students of all phases with behavioural intervention as and when directed by the Key Stage Leaders.

· Undertake any other duties which might reasonably be regarded as within the responsibilities of the post, subject to the proviso that any changes of a permanent nature shall be incorporated into the job description in specific terms.
Support for the School and Trust:

· Show a duty of care and take appropriate action to comply with Health & Safety requirements at all times.
· Be aware of and comply with policies and procedures relating to Child Protection, health, safety and security, confidentiality and data protection reporting all concerns to an appropriate person.
· Contribute to the overall ethos/work/aims of the school.
· Demonstrate and promote commitment to Equal Opportunities and to the elimination of behaviour and practices that could be discriminatory.

Phase Specific – Pastoral Manager 7/8

· The operational management of transition for students from Year 6 to Year 7 and to ensure the successful transition for all learners from Primary to Secondary setting.  

· To facilitate, plan and co-ordinate transition information opportunities, events and activities. 

· To assist with the planning and co-ordination of the Year 7 Residential visit during Activity Days.  

· Oversee and manage the collection and recording of information from feeder schools. 

· Liaise with feeder schools and other support services.

· Assist identified students, parents, carers and staff members with extra support before transition week under the direction of the Key Stage 3 Lead.

OR

Phase Specific – Pastoral Manager 9/10

· The operational management of transition for students from Key Stage 3 to Key Stage 4.  

· To facilitate, plan and co-ordinate transition information opportunities, events and activities. 

· To assist with the planning and co-ordination of the options process. 

· Oversee and manage the collection and recording of relevant information for the options process. 

· Assist with the mentoring of students as assigned by the Key Stage Leader. 

· Assist identified students, parents, carers and staff members with extra support before, during and after the options process under the direction of the Key Stage Leaders.

OR 

Phase Specific – Pastoral Manager 11/12

· The operational management of transition for students from Year 11 to Year 12 and to ensure the successful transition for all students Post 16. 

· To guide students to make appropriate choices for their future education and careers using enhanced knowledge of Post 16 provision. 

· To facilitate, plan and co-ordinate Post 16 information opportunities, events and careers related activities. 

· Responsible for the co-ordination of in school presentations by college staff.

· Plan, co-ordinate and manage college interviews for students. 

· Complete planning packs and co-ordinate visits to Post 16 events. 

· Assist students in the writing and completion of application forms.

· Oversee and manage the writing of references for students.

· Act as the link person for Post 16 provision, careers services and other support services.

· Liaise with Subject Leaders to encourage and support attendance at revision and booster sessions.

· Support the Examinations Officer in matters of attendance and punctuality for Year 11 GCSE exams.

· Assist Year 11 students post GCSE results to offer support and guidance.

· To monitor Year 12 students in Post 16 provision and follow up possible NEETs. 

· To encourage alumni to retain links with Huntcliff.
These duties are neither exclusive nor exhaustive, and the post holder will be required to undertake other duties and responsibilities, which the Academy Trust may determine.

The Academy Trust is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
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