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The Priory School, Hitchin
PASTORAL MANAGER
H7 term-time plus one week
37 hours a week

Purpose:
We are seeking to appoint a Pastoral Manager, who will be the driving force behind our culture of high expectations, ensuring impeccable standards of behaviour, uniform, and attendance are maintained through a consistent, and relational approach.

You will champion our values-based ethos by proactively identifying and removing non-academic barriers to learning, holding students accountable for their choices while providing the restorative coaching and emotional support they need to regulate and reflect. 
Acting as the vital link between home and school, you will build robust partnerships with families and safeguard student welfare, ensuring that every young person is safe, present, and psychologically ready to access our aspirational curriculum.
You will work alongside a dedicated team of professionals, including non-teaching pastoral colleagues, Heads of Year, Heads of Key Stage, and Senior Leaders, focussed on delivering the very best outcomes for students and the needs of the school.
Responsibilities:
The following areas of responsibility are for guidance only; they are neither comprehensive nor exhaustive:
1. Behaviour and Attendance (KS3/4)
1.1. To co-ordinate and intervene with students who are in need of support by implementing appropriate in-house strategies and utilise external agency expertise as and when needed.
1.2. To oversee the running of the exclusion unit, including working with students on their reflections, work and return to the school community and contact home with parents.

1.3. Communicate home to parents regarding external suspensions from school and organising their reintegration. 
1.4. To work with relevant colleagues to complete attendance-based interventions and communications. These may be internal or in liaison with the local authority.

1.5. To ensure that relevant communication has occurred in a timely fashion between relevant stakeholders regarding issues over student behaviour and attendance
1.6. To co-ordinate and liaise with relevant SLT members on ‘home school’ visits for students causing concern
1.7. To run relevant behaviour and attendance reports.
2. Safeguarding 

2.1. To support the triage of safeguarding issues at KS3/4, attending all relevant safeguarding meetings and liaise with relevant stakeholders and outside agencies. 

2.2. To attend relevant child protection training courses.
2.3. Work with the Deputy Headteacher regarding child protection cases and attend relevant meetings to support intervention.
3. Student advice and guidance and communication
3.1. To liaise and support students following alternative educational pathways at KS3/4; ESC provision and other outside providers and outreach support.
3.2. Co-ordinate and monitor the communication home for ongoing causes of concern within the pastoral team.

3.3. To attend all relevant pastoral meetings to ensure a smooth transition of knowledge and action between identified stakeholders.

4. Innovation and development 
4.1. To pro-actively investigate best practice both locally and nationally regarding the key elements to the job description and implement in conjunction with the relevant SLT member identified best practice strategies.
5. Generic Areas of Responsibility

5.1. Ensure confidentiality at all times and ensure compliance with the Data Protection Act

5.2. Maintain productive and efficient time management during the working day

5.3. Notify your line manager of any unforeseen problems where appropriate and in a timely manner

5.4. Maintain and develop a professional working relationship with all stakeholders and outside organisations

5.5. Follow school policy, procedures and ethos of the school

5.6. Check, respond and action, as appropriate, all communications from stakeholders within 1 working day

5.7. Carry out administrative tasks as directed by your line manager

5.8. Contribute to the Child Protection and Safeguarding policies of the school

5.9. Undertake any additional duties as required by the Headteacher and Deputy Headteacher
Other specific responsibilities will be negotiated and agreed with the successful applicant.

This job description should be read in conjunction with the Statutory Requirements contained in the current version of the School Teachers’ Pay and Conditions document and the expectations detailed in the Teachers’ Standards document 2012.

The law requires this position to have an enhanced criminal background check.  This is to protect children and vulnerable adults and to safeguard positions of trust.  The position is therefore exempt from the Rehabilitation of Offenders Act.  If your application is taken further you will be asked to declare details of any criminal record, even convictions that are ‘spent’ according to the act.  If you are offered the post this information will be checked against Criminal Records Bureau files.  You will be provided with full information at each stage.

Please note that The Priory School, Hitchin operates a no smoking policy.

The postholder is required to perform the duties below. They will be responsible to the Headteacher and will demonstrate a genuine commitment to our Equalities Policy and the wellbeing of all students.

This job description will be reviewed annually and will form the basis of the Performance Management Review (PAR) procedure.  Any issues relating to the review of this job description should be brought to the Headteacher’s notice by the postholder through the senior line manager. The postholder will undertake the following specific responsibilities in order to fulfil our statutory requirements, school aims, policies and targets.

The post holder will be responsible to the Headteacher, through the Line Manager. They will demonstrate a commitment to the school’s equal opportunities policy.

