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JOB DESCRIPTION

	Job Title
	Pastoral Manager

	Band/Job Group 
	Grade 6

	Hours/Weeks
	37 hours per week

	Special Conditions
	Term time + training days

	Thematic Area
	Academies

	School
	Wodensborough Ormiston Academy

	Responsible to
	Principal/Vice Principal/Head of School


	Job Summary

	To support the year team in improving, monitoring and evaluating pastoral strategies for attendance, behaviour and engagement.
To undertake training with a view to becoming a non-teaching Head of Year.


Additional duties and responsibilities
	1 Attendance

To assume responsibility for first day calling in liaison with the Attendance Officer – with a particular focus on disadvantaged students.
To ensure follow up first day absence calls take place for all students.

To liaise with the Attendance Officer, Home Liaison Officer and the Safeguarding team regarding home visits.

To follow ‘Child Missing in Education’ protocols.

To support the year team in celebrating and rewarding excellent attendance.

To support the year team and liaise with the Vice Principal and Assistant Principal regarding attendance monitoring and be involved in reviewing this – with a specific focus on disadvantaged students.
To ensure punctuality and attendance letters are issued, monitor SIMS registers, attend parent meetings and attend home visits as appropriate.
2 Support Standards

Provide support and advice to student in line with promoting their social care and personal development with respect to learning and health and safety.
Liaise with Inclusion Support and other external agencies.
Respond to and take steps to resolve relationship issues between students.
Support and implement whole school behaviour for learning policy and protocols i.e. school support.


Facilitate student/parent mediation.
Provide general student support e.g. lost items, upsets, timetable changes, therapeutic referrals, mentoring as appropriate.
Follow up on first day absences and to support the year team in implementing strategies for improving attendance and reducing persistent absence, internal truancy and lates. Complete punctuality detention slips, distribute and monitor attendance of sanction at break-times.
Monitor attendance at detention – inform parents.

Follow up attendance matters, including for agreed target students and contact or meet with parents.

Collect and collate statement relating to incidents, following up directly when appropriate.

Issue, collect and follow up target cards for identified students.

Contribute to pastoral support plans and risk-assessments as appropriate.
Be aware of and comply with policies and procedures relating to child protection and all aspects of safeguarding children: make referrals/up-date Early Help system, produce and submit MARF’s, make Prevent referrals and complete CSE screening forms as appropriate. Represent year group/identified students in attendance of the above on/off-site as appropriate.
Liaise with external agencies on behalf of the Year team.

Contribute to the provision and organisation of the intervention programme to raise attainment in the Year group.

Contribute to organisation of Year Group events and programmes e.g. rewards and celebration assemblies.
Contribute to tutor meetings as requested.
Monitor student progress and support with interventions to raise achievement – with a specific focus on disadvantaged students.

Support exclusion and attendance prosecution paperwork.
Assist on-call staff and de-escalate behaviour incidents.

To regularly produce student performance data to analyse and identify necessary interventions.
2
Communication
Be the first point of contact for parents, being responsible for and dealing with issues when appropriate and referring to other staff for action.
Ensure contact is made to parents whenever incidents dealt with – e.g. bullying, racial incident files.
Produce appropriate records of incidents dealt with e.g. bullying, racial incident files.
Arrange for work to be set and collected for exclusion and other student absence – deliver to home address if appropriate.
Seek reports on student progress from staff.

Arrange parental appointments including those with the year team or SLT as appropriate – attend in the absence of year team/SLT.
Dissemination of Year Group information.

Ensure systems letters, e.g. uniform, equipment are sent and logged.

3
Evaluation
Monitor levels of bullying and implement policies and strategies to combat it.
Produce reports on levels of incidents dealt with and other issues relevant to the post.

4
General
To assist in break/lunch supervision if required inc. gate duty/corridors at lesson change-overs.
Represent the school in a manner consistent with its ethos and values.

Contribute to school development through identified communication and consultation channels.

To respect the confidential nature of information relating to the school and students.

Organise the admission of pupils into the year group in liaison with the year team.
Organise Year Assemblies and assist in the management of all other school assemblies and presentations (assist or represent year team).
Use behaviour and attendance data to devise, implement and monitor individual or group action plans for students when required.

Work with other leaders within student welfare services / management to ensure that a cohesive approach is adopted in respect of managing “whole” development of students across both key stages.

Contribute to the fast and effective transfer of pupil information from primary to secondary and, where appropriate, implement support strategies for pupils at risk of disaffection and exclusion.

Ensure that pupil rewards and incentives are promoted, developed and issued in line with the school behaviour policy.

Attend regular Year and Pastoral team meetings in order to share and develop best practice and share responsibility for recording minutes from those meetings.

Attend full Pastoral Team meetings.

Assist the Assistant Principal – Pastoral in the administration of all aspects of the School Behaviour Policy.

Liaise with the Assistant Pastoral – Pastoral, SENCo, ARC & HUB Leads and other staff to identify and support pupils at risk of disaffection and exclusion.

Use comparative data to ensure continued measurable improvement in pastoral objectives.

Have knowledge of a range of external support agencies which can add value to the work of school in support of pupils’ needs.

Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.

To ensure all tasks are carried out with due regard to Health and Safety, inc. First Aid/Fire Marshall as appropriate.
To undertake appropriate professional development including adhering to the principle of performance management.

To adhere to the ethos of the school.

To promote the agreed vision and aims of the school.

To set an example of personal integrity and professionalism.

Attendance at appropriate staff meetings and parents’ evenings.
5. Safeguarding

· To ensure that all students have a safe environment in which they can learn, reporting any concern about the environment to a member of the site team or if appropriate to one of the Designated Safeguarding Leaders/Persons.
· To ensure students are safe in terms of attendance and make calls/home visits as/when appropriate – liaising directly with the Senior Leader for Attendance & Engagement.
· To be aware of systems which support safeguarding and following the procedures as highlighted in the Safeguarding Policy.                                                                                     
· To always consider what is in the best interests of the child. 
· To protect students from maltreatment; preventing impairment of student’s health or development; ensuring that students grow up in circumstances consistent with the provision of safe and effective care 
To take action to enable all students to have the best outcomes.
Any other duties as commensurate within the grade in order to ensure the smooth running of the school i.e. breakfast club, support on off-site visits, displays.


	To participate in the operation of the Academy’s Personal Performance Development Scheme.

	It is your responsibility to carry out your duties in line with the Academy’s policy on equality and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. You should act as an exemplar on these issues and should identify and monitor training for yourself and any employees for whom you are responsible, in line with this policy, the Equality Standard and obligations under the Race Relations (Amendment) Act 2000.

	Such other duties as may be appropriate to achieve the objectives of the post to assist the Thematic Area in the fulfilment of its objectives commensurate with the post holder's salary grade, abilities and aptitudes.

	The post holder must at all times carry out his/her responsibilities with due regard to the Academy's policy, organisation and arrangements for Health and Safety at Work, Safeguarding and Child Protection.


