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Job Description
Deputy Head, Pastoral & Welfare
Aim and main purpose of the job 
To take overall responsibility for the pastoral and welfare aspects of School life.  

The Deputy Head, Pastoral & Welfare will be a member of the Senior Management Team*, will work closely with the other two deputies, and oversee the roles of Heads of Year 5 & 6 and 7 & 8, which are a new initiative.

Key duties:
· Oversee the School’s safeguarding procedures and assume role of the Designated Safeguarding Lead, supported by three other qualified SMT members

· Oversee and undertake staff appraisals along with other members of the SMT
· Oversee all pupils’ pastoral care and ensure the recording of parental meetings with Heads of Year/Form Tutors etc

· Oversee new teaching staff induction programme and ensure mentors are assigned in conjunction with the Deputy Head, Teaching & Learning

· Represent the SMT at PTFA Committee Meetings

· Represent the SMT on the Parents’ Forum Group

· Liaise with Langley Senior School on future plans for pupils in Years 6/7/8

· Produce a curriculum map to understand the frequency and number of trips/speakers for various year groups

· Ensure departments have up-to-date handbooks and that copies are available

· Oversee ICAS form completion for all pupils transferring to senior school
· Oversee the pupil ‘voice’ within the School to include various councils and pupil forums and to oversee the implementation of pastoral surveys

· Liaise with School Admissions Secretary on taster days for prospective pupils
· Update the Excellent Work board, in conjunction with Head of Art

· Provide a half-termly record of complaints/concerns for presentation at Governors’ meetings

· Oversee preparation for ISI inspections, School policies and boarding paperwork and ensure that SMT members are aware of their responsibilities

· To manage and keep records of the Continued Professional Development of staff

· To oversee the updating of the overall school policies on all pastoral matters such as Behaviour, Code of Conduct, Safeguarding and Anti-Bullying ensuring that these are compliant with the Independent Schools Statutory Requirements (ISSRs)

· To ensure up-to-date knowledge of educational issues and trends

· To ensure a good working knowledge of the regulatory framework within which the School operates, including a detailed knowledge of the Independent School Standards

· To attend relevant professional training courses and independent school sector conferences

· To train as an ISI Team Inspector or Compliance Team Inspector.

· To work with the School’s SENCO on the provision of Learning Support in conjunction with the Deputy Head, Teaching &  Learning

· Oversee Form Tutors and their workload, and the liaison with parents and tutees

· Compile relevant information from Daily Log

· Chair weekly Pastoral Prep School Staff Meeting

· Ensure smooth running of Assemblies in conjunction with the Headmaster
· Oversee and monitor the use of Gridmaker in conjunction with the Senior Deputy Head, Procedures & Operations

· Oversee the Year 8 Leavers’ Programme in conjunction with the Head of Years 7 & 8

· To recommend CPD courses for staff in conjunction with the entire SMT

· To oversee the School’s commitment to increase awareness of mental health fitness amongst staff and pupils
* Senior management responsibilities: advising the Headmaster and SMT on all matters pertaining to safeguarding, risk management, pastoral provision; attending various Governors sub-committee meetings as requested; representing the SMT on agreed committees; developing and implementing overall School strategic planning; developing leadership and management skills in other staff, identifying future talent and ensuring effective succession planning for emergency and long-term purposes.  In addition, all SMT members should recognise the need to take the lead in matters such as start/end of School day procedures, attendance at parents’ evenings and supporting School events.
Person Specification
	Category
	Essential Job

Requirements
	Desirable Job Requirements
	Method of Testing



	Qualifications/Professional Development
	· Graduate of recognised British University or international equivalent

· A commitment to develop as a school leader
	· Post graduate qualification in education

· Evidence of recent professional development
	CV, Application Form

CV, Covering Letter, Application Form

	Job Related Skills

and Knowledge:


	· Excellent classroom practitioner - suitably qualified and experienced 

· Experience of Independent Preparatory/Junior School

· Good organisational ability

· Creative approach to problem solving

· Work well with colleagues, providing direction where necessary

· Ability to lead by example

· Good ICT skills

· Excellent understanding of and considerable involvement in Safeguarding, proven experience in managing safeguarding 
	· Experience of pastoral responsibility

· Experience of budget management

· Ability to teach one or more of the core subjects on a heavily reduced timetable


	Lesson observation

Covering Letter, CV, Application Form, Interview and References



	Additional Skills:
	· Flexibility

· Excellent communication skills

· Calmness under pressure

· Employ diplomacy and tact in dealing with challenging situations
	· Ability and enthusiasm to coach games, become involved in activities and offer extra-curricular support


	Covering Letter, CV, Application Form, References and Interview

	Personal Qualities:
	· Ability to get on with colleagues and pupils

· Sense of Humour

· Energy and commitment

· Loyalty

· Empathy with a collegiate approach to management

· Ability to prioritise, work under pressure and to meet strict deadlines


	· Smart appearance

· Occasionally inspirational
	Covering Letter, CV, Application Form, References and Interview

	Other Requirements:
	· Physically fit to undertake the challenges of the position

· Enhanced DBS check
	
	Interview, Medical Questionnaire and References

References will be sought by the School 
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