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Falcons Preparatory School for Boys 

Job Description
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
Assistant Head – Pupil Welfare and Well-being
Reporting line: Headmistress

Line Management Responsibility for: Form Teachers, Head of Years
Main duties & responsibilities
In relation to the leadership of pupil welfare and well-being: 

· Actively promote and embed the schools aims, ethos and learning habits.
· Develop specific events/initiatives for boys, staff and parents in relation to pupil welfare, well-being, personal development and safeguarding.
· Ensure the Anti-Bullying, Behaviour, PSHEE, Supervision, Missing Child and other relevant Policies are updated annually by May and structures and procedures in place, are fully understood, and integral to school life and work.

· To lead the development, coherence and ongoing evaluation and improvement of the Well-being curriculum, ensuring that it builds progressively year on year, meets pupil needs, and fulfils all statutory and compliance requirements. 

· To develop, and create where required, structures and opportunities that raise the aspirations of all our pupils and inspire them to become everything they can be, and everything they are meant to be.

· To lead and encourage student leadership and the student voice, drawing particularly on Year 7 and 8 whilst ensuring also that there are opportunities and roles for pupils in every year to develop leadership skills, contribute to the school community, and help improve it.

· To be responsible for school policy on behaviour, rewards and sanctions, ensuring that clear systems are in place for the effective management of student behaviour at the most appropriate level, and that staff know how to develop and encourage positive attitudes, and responsible, respectful and caring behaviours amongst students. 

· Ensure that all APG policies for safeguarding and pastoral programmes and procedures are adhered to.

· Create a structure which enables pupils of all ages to develop a spiritual, moral, social and cultural understanding

· Implement the Prevent Programme throughout the curriculum and guide colleagues and ensure training in this area.
· Ensure that Fundamental British Values are instilled in a consistent and thoughtful way across the curriculum.
· Work closely with the Head of Marketing and Head of Enrichment and Community Development in the growth of activities with other schools, organisations and services. 

· Take a major senior role in the leadership of the school and to serve on the Senior Leadership Team and other key committees. 

· Be involved in school decision making process advising the Headmistress and Governors on policy making and development planning. 

· Take a key role in school-wide self-evaluation. 

· Take an active part in all training organised by Alpha Plus, report to the Director of Education and the Board as required, and liaise closely with colleagues in a similar role in other APG schools

· Report to the governors in relation to various pastoral aspects of pupil welfare and well-being. 

· Take a key role in relation to ISI inspections of FPSB.

In relation to the review and monitoring of pupil welfare and well-being:

· Perform a bi-annually Pastoral Review, involving all stakeholders to assess the school’s pastoral care systems.

· Prepare the annual report (APAR) on the pastoral programme each July and submit it to the Director of Education.
· Monitor the delivery of pastoral policies and procedures across the school through the use of professional reviews. 

· Liaise closely with the Headmaster and SLT of the Pre-Prep to ensure pastoral continuity.
In relation to staff, school administration and organisation:

· Arrange a meaningful weekly assemblies’ programme with colleagues including the Friday church assembly to which parents are invited.
· Write the weekly diary and publish it every Friday to all staff. Lead the Monday morning staff meeting, reviewing the weekly diary and overseeing the organisational and strategical running of the school day. 
· Create and manage the staff duty rota, ensuring that all duties are covered and understood.

· Overview the running and development of the house system.
· To oversee and evaluate the co-curricular and afterschool activity programme in liaison with the Head of Enrichment and Community Development.

· To participate in the organisation, planning and smooth running of events and initiatives. 
· Develop the use of SIMs in handling data on student attendance and behaviour.
· Oversee staff involvement in promoting pupils’ well-being through pastoral support, guidance and concern for welfare, health and safety.
· Train at Child Protection Level 3 and advise staff of their responsibilities by providing annual training in child protection and safeguarding including others trained as Deputy Designated Safeguarding Leads.
· Provide guidance and support to staff on pastoral care issues.
· Form professional relationships with external agencies e.g. the LADO, local authority agencies and the police and seek their advice and support as required.
· Ensure the school works professionally on sensitive personal issues for the benefit of the pupils concerned.
· Have involvement in the selection process of new staff. 

· Assist the Deputy Head – Learning & Innovation to organise and deliver the Induction Programme for new staff, including mentoring and observations.
· To lead, organise and deliver, where appropriate, the termly INSET days and to assist year groups with their own training programmes.

· Have in place profiles, booklets and information to support the pastoral and welfare programme.
· Sit on the Health & Safety Committee representing the pastoral welfare of pupils and staff as a member of the SLT. 

· Ensure the smooth running of the school by overseeing a range of pastoral responsibilities and duties at all levels; manage the behaviour programmes in place thereby being instrumental in creating a harmonious organisation.
· Address any staffing issues as they arise, in consultation with the Headmistress.
· Monitor the Staff Code of Conduct and ensure that it is adhered to.
· Advise and help colleagues in appraisals and professional development. 

· Promote a culture of sharing good practice. 

· Have overall responsibility for the Heads of Year and Heads of House.
In relation to the students:

· Ensure that the rewards system is implemented effectively and pupil’s efforts are acknowledged.

· Design and oversee the PSHEE programme being studied and ensure it is embedded in the culture of the school for the benefit of pupils and include the School Nurse in teaching the programme and ensure this medical expertise is fully utilised.

· To lead and manage opportunities and structure for all pupils to engage with the wider community, locally, nationally and internationally, both to develop pupils’ social and cultural awareness, and to enable them to contribute positively and ethically.
· To lead on the overseeing of Educational Visits and visitors to the school to meet the school’s requirements and policies. 

· Teach across all age ranges where appropriate.

In relation to the parents:

· To create systems and lead communication to enable all parents to understand and align with the purpose, aims and values of the school.

· In liaison with staff and the SLT, develop focus groups and arrange presentation for parents in order to inform them of key matters e.g. e-safety.

· With the Deputy Head – Learning & Innovation and Headmistress, develop and organise a range of Parent Information Evenings on matters of Pupil Welfare, Well-being and Personal Development.  
Signed:
_______________________________        

                                                                                                         Assistant Head of Pupil Welfare & Well-Being
Dated: 

___________________      

Signed:
_______________________________  
                              Mrs Franciska Bayliss








     
Headmistress

                                                                                                          [On behalf of Miss O Buchanan Headmistress Designate]

Dated:

___________________

 

THIS JOB DESCRIPTION IS CORRECT AT THE TIME OF ISSUE BUT IS SUBJECT TO CHANGE IF AND WHEN REQUIRED BY THE HEAD
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