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JOB DESCRIPTION

Post Title:
Pastoral Manager 
Scale:
Scale 5, pts 12-17

Working hours:
37 hours per week, TTO + 5 inset days 
Reporting to:
Assistant Headteacher and Head of Year 
MAIN PURPOSE OF ROLE 
To work alongside and support the teaching Head of Year in:

· Promoting the positive behaviour and excellent attendance of all students and assisting with leading on discipline measures, monitoring behaviour and attendance, and intervening with positive measures when concerns arise.
· Assisting in ensuring the well-being of students, including where necessary liaison and action with families and other agencies.

MAIN DUTIES AND RESPONSIBILITIES
Support for Students

· Establish and maintain relationships with individual students and groups
· Promote students’ social and emotional development
· Contribute to the health and well-being of students
· To be on call to support staff with pupils who may be off task
· Contribute to the management of students’ behaviour
· Review and maintain student PSP’s  

· Support the maintenance of pupils’ safety and security
· Supervise student groups when required

Support for Teachers

· Liaise with teaching and pastoral teams and share information/strategies to support students to be successful in lessons  

· Provide accurate feedback and reports as required, to other staff on students’ achievement, progress and other matters, ensuring the availability of appropriate evidence
· Manage record keeping systems and processes
· Develop and maintain working relationships with other professionals
Support for the School
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to the appropriate person.

· Be aware of and support difference and ensure all students have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school  

· Participate in training and other learning activities and performance development as required

· Assist with the supervision of students out of lesson times, including at lunchtimes

· Accompany teaching staff and students on visits, trips and out of school activities as required and take responsibility for a group under the supervision of the teacher

· To be responsible for promoting and safeguarding the welfare of students that the post holder is responsible for or comes into contact with (Trinity High School requires all its employees to hold an Enhanced Disclosure from the Disclosure & Barring Service (DBS))

· To undertake any other duties commensurate with the post as may be required by the Headteacher

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.  

Health & Safety 

To promote and comply with the school’s policies on Equal Opportunities and Health and Safety both in the delivery of services and the treatment of others. 

Safeguarding 

Trinity High School is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Trinity High School. Any safeguarding or child protection issues must be acted upon immediately by informing the Designated Child Protection Officer.  

This job description reflects the policies agreed by the Governors. The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over time. This job description will be reviewed regularly and is an integral part of the appraisal and line management process.  

Contacts

In dealing with all contacts the post holder will be required to present a good image of the School, deal with people in a professional manner, and maintain constructive relationships.

Internal:
Staff Colleagues





Students


External:
Parents



External agencies



External contractors
Equal Opportunities

Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.  

Other

In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work of the school will include the following:

· To play a positive role in the life of the school community;

· To maintain a high standard of discipline, appearance, punctuality and commitment in all students;

· To promote parental and community involvement in the life and work of the school;

· In all contacts the post holder will be required to present a good image of the school as well as maintaining constructive relationships;

· Trinity High School is committed to the safeguarding of young people and an enhanced DBS disclosure will be required for this position.
Note
· The School reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.
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