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Job Profile: Head of Year Pastoral - Grade 7


	Job purpose:
	To manage and be responsible for the pastoral care function within the school for nominated year group/s, as directed.

To monitor, support and improve the overall progress and development of students.

To be available to support the personal welfare of all members of the school community with regard to spiritual, moral, social and cultural values and to promote the ethos of the school.

	Reporting to:
	Headteacher /Senior Leadership Team /Head of Pastoral

	Responsible for - Staff
	Junior pastoral staff

	Liaising with:
	Headteacher, Senior Leadership Team, Governors, other members of staff – teaching and support, LA, parent/carers

	Grade of post:
	G7

	Disclosure level:
	Enhanced



	Job Outline


	
· To manage the school pastoral care function and effectively formulate aims and objectives which are relevant to the needs of the school and students.
· To develop, monitor and implement appropriate strategies for the pastoral care function within the school.
· To identify, monitor and evaluate appropriate strategies for student progress tracking, target setting and mentoring and supervise students when required and liaising regularly with parents /carers.
· Work with the relevant senior manager to identify students who are vulnerable and to formulate appropriate plans to achieve aims.
· Provide formal counselling /mentoring where appropriate.
· To plan and deliver workshop sessions on a range of issues and to plan, lead and deliver extra-curricular opportunities.
· To liaise with and work in conjunction with multi-agency teams.
· To develop, maintain and implement robust systems in order to record relevant information and to have responsibility for child protection documentation.
· To develop and implement relevant school policies and procedures.
· To monitor and evaluate student attendance and behaviour management systems.
· To contribute to the development of effective links with partner schools and the community.
· To promote good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour
· To regularly communicate detailed feedback to appropriate staff 
· To manage the behaviour of students whilst they are undertaking work with them according to their individual needs.
· To promote the inclusion and acceptance of all pupils.
· To assist with the supervision of pupils out of lesson times, including before and after school, lunch and break times as may be reasonably directed.
· To accompany teaching staff and pupils on visits, trips and out of school activities and take responsibility for a group under the supervision of the teacher as directed by the teacher.
· To support and make use of the schools disciplinary and reward system.
· To undertake exam/test invigilation if required.
· To support the administration/office function when not required for cover duty.







	Other Specific Duties

	
· Support the school ethos and maintain the school’s values. 
· Maintain confidentiality at all times.
· Contribute to the safeguarding and promotion of the welfare and personal care of students with regard to Child Protection procedures. 
· Carry out the role in the most effective, efficient and economic manner available.
· Continue personal development in the relevant area.
· Participate in the staff review and development appraisal process.
· Undertake Health and Safety training, as appropriate, within the designated work area. 



Signatures / Authorisation

Job profiles are general, rather than explicitly describing any particular role and staff would not necessarily be expected to carry out all of the activities described. However, staff may also be expected to undertake some duties which are not detailed in the job profile.

I/we agree that this job profile is an accurate reflection of the duties, skills and responsibilities of the post.  
								                  
	Name
	Signature
	Date

	Headteacher:
	
	

	Jobholder:
	
	












	Person Specification: Head of Year Pastoral - Grade 7
	



A.	Experience

	
	Essential
	Desirable

	Previous experience of working with children of a relevant age
	
	

	Previous experience of working in a secondary school
	
	



B.	Training and Qualifications

	
	Essential
	Desirable

	Relevant degree 
	
	

	Relevant NVQ Level 4 qualification or equivalent level of experience 
	
	

	Counselling or Mentoring qualification – level 2 or willingness to work toward within agreed timescales
	
	

	Evidence of participation in regular professional development and further professional study
	
	



C.	Knowledge and Understanding

	
	Essential
	Desirable

	Knowledge of relevant curriculum requirements in order to give appropriate support 
	
	


	Understanding of relevant legislation
	
	

	Understanding of inclusion, behaviour and attendance issues
	
	

	Knowledge of how to deal with a range of different pupil behaviours
	
	

	Understanding of the principles of child development and learning processes
	
	

	Knowledge of the policies/codes of practice and awareness of relevant legislation
	
	



D.	Personal Skills, Abilities and Competencies
	
	
	Essential
	Desirable

	Ability to use different approaches  to deal with whole classroom and individual behaviour
	
	

	Ability to communicate with and relate well to children and adults
	
	

	Ability to work under supervision and as a team member
	
	

	Ability to work in accordance with the schools health and safety policies
	
	

	Ability to recognise own learning needs and seek further opportunities
	
	

	Ability to deal with minor injuries
	
	



E.	Legal Issues 

	
	Essential
	Desirable

	Legally entitled to work in the UK
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