Head of Pastoral Care - Job Description
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Norfolk House School




As a member of the Senior Leadership Team, the Head of Pastoral Care will be expected to deputise for the Headmistress in her absence, when necessary, and liaise with the Headmistress regularly to ensure open channels of communication on all matters and effective liaison with staff, pupils and parents. They will supervise and ensure the smooth running of the school on a day-to-day basis. The Head of Pastoral Care will ensure that they are easily accessible to pupils and parents, therefore dealing with everyday queries in a prompt and professional manner. Responsibilities will include the need to: 
Staff 

· Maintain open communications with all staff.

· Organise staff requirements, e.g. staff meetings, parents’ evenings.
· Set and publish end of term arrangements.

· Investigate any complaints or concerns as requested by the Headmistress.

· Support the induction process for new staff, offering guidance where necessary.

· Contribute to the Performance Management programme as required.
Discipline

· Take charge of school discipline ensuring the set procedure is followed.  
· Maintain the incident/accident folder and follow up incidents recorded by staff.

· Communicate any pupil problems with parents.  
· Maintain good discipline amongst pupils along with encouraging high standards of courtesy and good manners.

Pastoral

· Take charge of the pastoral system and stay in close liaison with Form Teachers, Teaching Assistants and Playground Duty Staff, ensuring that the system works effectively and pupils receive guidance and support where necessary.  
· Follow up on any problems including liaising with staff and talking to parents.
· Maintain written records of any problems ensuring they are put into individual pupil files.
· Will hold the position of Designated Safeguarding Lead.
Management and Organisation 

· Produce termly rotas for assemblies and playground duties.
· Support review of the Pupil and Parent Handbook annually. 
· Oversee all in-house events and Open Day organisation.

· Assist with policy review as required.

Calendar

· Create draft termly calendars to discuss with the Headmistress.
· Co-ordinate calendar dates ensuring no clashes and equal spread of activities.

· Co-ordinate non-uniform days, charity events and extra-curricular activities.
Teaching 

· Demonstrate high quality teaching as well as having high expectation of pupils in their care.
· Deliver challenging and stimulating learning opportunities.
· Display excellence in aspects of assessment, monitoring and personalised learning.
· Show care and concern for the welfare of their pupils to enable learning to take place.
· Demonstrate a good knowledge of updated educational practice.
