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Job Description – Pastoral Manager



	Post title
	Pastoral Manager

	Reporting to
	

	Purpose
	· To be a high profile advocate of all students within a given year group working alongside the Pastoral Strategy Leader. 
· Providing outstanding pastoral care and guidance and fostering positive links between home and school working closely with parents/carers – every student will thrive and succeed.
· Managing behaviour and attendance on a day-to-day basis working as a key member of the pastoral team. 
· Liaising and communicating with all staff but in particular the SENCo, Inclusion Team and external agencies. 
· Supporting the delivery of the SMSC priorities for the year group.

	Contract type
	Permanent, Term time only (plus 5 training days), Trust Contract. Hours worked will be 35 hours per week from 8.30am

	Salary range
	Competitive to attract the right candidate 



	Main duties

		Attendance and Punctuality 
















	· Have a high presence in the morning e.g. making rounds of all form groups. Period 1 registers are checked; staff alerted to any registers not taken and action first day calling. 
· Throughout the day to monitor punctuality and attendance of all students. 
· Follow-up on student punctuality and attendance to lessons and take action to address truancy. Communicate regularly with Pastoral Tutors and where escalation is required communicate home with a Minutes Late Report. 
· Distribute the Weekly RAG report to each Pastoral Tutor and identify students whose attendance has dipped. 
· Improve the attendance of students who are on track to be persistently absent through a variety of interventions including e.g. parental meetings, home visits, rewards. Maintain the PA tracker so that the impact of intervention is evidenced. 
· Reduce the number of PA students so that the Academy is in line with the national average. 
· Provide information for multi-agency meetings as requested by the VP. 
· Manage any initiative linked to rewards. 
· Document interventions used to a standard required by the Local Authority should legal proceedings be instigated. 

	Behaviour and Achievement 

	· Actively promote positive behaviour through the management of rewards initiatives. 
· Manage the inclusion of students who face behaviour challenges throughout the day by providing appropriate intervention and nurture. 
· Work closely with parents/carers concerning student behaviour and involving parents/carers as partners in the drive to ensure their child’s thrives and achieves. 
· Work collaboratively with other key staff (SENCo, Curriculum Leaders, SLT) in school and external agencies to support behaviour for learning.

	The Pastoral Curriculum 

	· Support the Pastoral Strategy Leader (PSL) in monitoring the effective delivery of the SMSC priorities for the year group. 
· Under the direction of the PSL, take the lead on events such as Voicebox and other initiatives involving the school council for the cohort. 
· Maintain the pastoral tracker to evidence student engagement with the opportunities on offer.

	Engagement with Parents/Carers 

	· Work closely with parents/carers concerning all aspects of student’s attendance and behaviour and involve them as partners in the drive to ensure their child’s thrives and achieves. 
· Develop effective partnerships with families tailored to individual needs – provide opportunities for parents/carers to engage with MEA. 
· Support and challenge parents to ensure their child adheres to the uniform policy 
· Initiate EHA and act as Lead Professional for students in their year group who require one.

	Liaison with External Agencies and other Organisations 

	· Represent MEA as a Lead Professional. 
· Communicate effectively with other agencies e.g. police, Children’s Services. 
· Work collaboratively with other agencies and organisations to manage improvements in behaviour and attendance. 

	General information

	Personal development
	· To actively maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice.
· To participate in new initiatives and future changes in service delivery improvements to support the objectives of the Trust.

	Academy Trust development
	· To support the Trust’s aims and to carry out its policies.
· To support the Trust’s implementation of all current statutory requirements.
· To attend and participate in meetings as required.

	Equality of Opportunity
	· As a member school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying. 
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors.

	To contribute as an effective and collaborative member of the School team
	· Participate in the ongoing development, implementation and monitoring of the Academy Trust improvement plans. 
· Attend regular meetings, Academy Trust and school events as required and make a positive contribution during meetings and such events

	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence. 
· To be aware of the school's responsibilities under the Data Protection Act 1998 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.

	Child Protection
	· Being aware of and complying with policies and procedures relating to child protection reporting all concerns to an appropriate person.




Review and Amendment:

This job description is normally subject to annual review. It may be amended at the request of the Altius Trust or the CEO of the Altius Trust but only after full consultation between the parties concerned. It will be signed if agreement is reached.

You are expected to carry out your duties with due regard to current and future Trust policies, procedures and relevant legislation. These will be drawn to your attention during the recruitment process, induction, staff handbook, ongoing performance development and through Trust communications.
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