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JOB TITLE:


HIGHER LEVEL PASTORAL MANAGER 
(Non-Teaching Assistant Head of Year)
i/c Child Protection, Safeguarding, Mental Health/Counselling Services
REPORTS TO:


Deputy Headteacher i/c Safeguarding and Child Protection




Head of Achievement 
GRADE:


Pay Band 7
SUPERVISES:


Pastoral Manager Team - Safeguarding and Child Protection 
JOB PURPOSE
To make child protection referrals to Social Services and manage consequent actions in consultation with the Deputy Headteacher i/c Safeguarding and Child Protection.  
To provide professional development and support regarding best practice in safeguarding and child protection to the Pastoral Manager and other staff teams.
To be responsible for recording and reporting on safeguarding and child protection issues, ensuring that appropriate, secure records are kept.  To develop and implement an effective electronic record keeping system e.g. CPOMS  

Play a proactive role in safeguarding pupils through offering direct welfare support in response to their personal, social, emotional or educational concerns.  To link pupils and their families with appropriate external agency support.  To act as a Mental Health First Aider.   

To assist the Head of Achievement (Year) in meeting the individual needs of pupils; including managing the behaviour of pupils.  To support pupils to overcome barriers to learning using a range of techniques, including pupil counselling and learning intervention.  To provide a ‘day to day’ care, support and guidance service for pupils, staff and parents in the year office.  

KEY ACCOUNTABILITIES

To actively promote the school’s Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place. 

To maintain awareness of and commitment to the school’s Equal Opportunity Policies in relation to both employment and service delivery. 

The job holder’s responsibility for promoting and safeguarding the welfare of children and young person’s for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the relevant Trust/ School Safeguarding Child Protection Policy and Procedures at all times. 

To fully comply with the Health and Safety at Work Act 1974 etc, the School’s Health and Safety Policy and all locally agreed safe methods of work. 

At the discretion of the Headteacher, such other activities as may from time to time be agreed consistent with the nature of the job described above. 

To work with colleagues to achieve service plan objectives and targets. 

To participate in Employee Development schemes and Appraisal and contribute to the identification of own team development needs. 

PRINCIPAL RESPONSIBILITIES/DUTIES

Leadership and Management 

· Support the professional development of the Pastoral Managers and identify any training needs.
· As appropriate, organise and deploy the Pastoral Manager Team, ensuring adequate staffing levels are maintained across the Year Office and Welfare teams if colleagues are absent, for example.
· Lead key meetings of the Pastoral Manager team to review and improve safeguarding practice and address any issues as they arise.
· Support the Pastoral Manager team in the creation of (consistent) risk assessments and safety plans for pupils, as appropriate. 
· Provide an appropriate level of supervision to Pastoral Managers on school level safeguarding and welfare issues.
· Link with the school’s Anti-Bullying Co-ordinator and take an active lead in planning and implementing appropriate support and intervention.
· Act as a named point of contact for the Multi Agency Safeguarding Hub (MASH) Team, including during school holiday periods.
Year Office
· To assist the Head of Achievement (Year) in maintaining school expectations on attendance, behaviour and uniform by challenging students, investigating/recording incidents and managing sanctions.
· To assist the Head of Achievement (Year) in monitoring the academic progress and social and emotional well being of pupils within a year group. 
· To contribute to plans/interventions to improve the behaviour and/or progress of individual pupils in the year group.
· To work in partnership with staff and parents to identify and address pupil concerns.
· To provide a ‘day to day’ care, support and guidance service for pupils, staff and parents.  To ensure that advice is given, enquiries are answered and information is provided. 
· To communicate with parents/carers by telephone, face to face and/or in writing to ensure that incidents or concerns are reported and followed up. 
· To support the Head of Achievement (Year) with year office administration; to include maintaining secure and up to date pupil records (e.g. incident logs, correspondence, appropriate welfare information, pupil premium funding allocation, vulnerable groups).
· To liaise with parents and outside agencies and lead/attend meetings as appropriate; to include CAF and TAC type meetings as directed. 
· To supervise pupils completing work (when not in class or at the end of the school day as required) that has been set in accordance with school protocols.  To provide ‘on-call’ assistance and (pupil) supervisory duties as appropriate.  

· To promote positive values, attitudes and good student behaviour, offer praise and rewards, and promote pupil successes across the school. 

· To manage pupils who are showing socially unacceptable or challenging behaviour under the direction of guidelines in operation at the school.
· To establish productive working relationships with pupils using methods to encourage pupil engagement, participation and achievement in activities.

· To work in partnership with other practitioners to deliver effective interventions and support for children and families, completing referrals as appropriate/directed.
· To encourage pupils to develop social skills and independence whilst providing support when it is needed.

· To report/action pupil and school issues in line with the school’s policies for health and safety, child protection, behaviour management etc.

· To attend parent consultation evenings, meetings and professional development sessions as required.

· To take part in extra curricular activities, e.g. open days, presentation evenings, period 6.
Safeguarding and Counselling Services
· To join the DHT/appropriate staff in weekly meetings that contribute to the review of looked after pupils and pupils with safeguarding/welfare concerns; and consequent action planning/monitoring.
· To act as a designated member of staff for child protection and safeguarding (DDSL), making referrals to social services or other external agencies when appropriate; to include looked after pupils.

· To maintain regular contact with assigned pupils – to offer them 1:1 and small group sessions to support them with their emotional well-being and to develop personal resilience.

· To guide pupils and, where appropriate, their families to access external agencies e.g.  Young People’s Counselling, Young People’s Drug and Alcohol Service, Young Carers, specialist sexual health advice.
· To lead/attend CAF and PEP type meetings and liaise with appropriate stakeholders; some meetings may be in the school holidays. 
· Establish and maintain appropriate records of assigned pupils and keep these secure.

· To contribute to the school’s safeguarding audit and provide safeguarding summary data for the DHT. 
· To receive instruction and guidance from DHT/HOA to inform planned support.
· To be alert to trends and patterns of problems and be willing to identify causes and recommend corrective action. 
· To participate in broader programmes to develop support and intervention, including guiding pupils on effective peer support and anti-bullying strategies.
· To monitor bullying, including any prejudice based incidents.
· To review and implement an appropriate electronic record system e.g. CPOMS and support with staff training 

· To develop and promote appropriate materials e.g. leaflets to signpost families to appropriate external support
· To review periodically the safeguarding section of the school’s website and advise the DHT of any updates or amendments as required. 

You will be based predominantly at Springfield School.  However, as you will be appointed to The De Curci Trust, you may be required to work in any of The De Curci Trust’s academies or in any of the schools/academies that the Trust is supporting as reasonably directed by the CEO.  The ability to travel independently between DCT academies/schools is therefore desirable. 

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Headteacher reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.
PERSON SPECIFICATION
HIGHER LEVEL PASTORAL MANAGER
2025-2026
	CRITERIA


	ESSENTIAL CRITERIA

	Job Related Education and Qualifications

and Knowledge
	· NQF Level 3 or equivalent qualification or experience in relevant discipline

· Good knowledge and understanding of relevant ICT packages, including the school’s specialist software/equipment/resources e.g. MS Office, CPOMs
· Full working knowledge and understanding of range of relevant policies/ codes of practice and awareness of relevant legislation
· Right to work in the UK 

· Enhanced DBS and all required safer recruitment checks



	Experience


	· Experience of working with young people, particularly in the 11-16 age group

· Demonstrable experience of development, management and operation of administrative systems likely to have been gained over a period of two years 
· Substantial experience of acting as a designated safeguarding and child protection lead in a school or similar organisation (or an equivalent pastoral/ social care responsibility) 

· Excellent risk assessment and health and safety practice/knowledge appropriate to role and the school environment 

· Good ‘team player’ with experience/ability to lead and motivate a small team 


	Skills & Abilities


	· Good numerical skills to undertake a variety of tasks, e.g. interpreting pupil achievement data
· Good literacy skills to undertake a variety of tasks, e.g. minute taking, maintaining diary(ies), producing correspondence, recording safeguarding information  

· Very good ICT skills, e.g. production of reports, correspondence, inputting/ updating information

· Able to relate well to children and adults, including professionals from other agencies, e.g. dealing with visitors, passing information/messages to other staff, dealing with upset children, providing advice

· Some need to use analytical, judgmental, creative and developmental skills

· Able to demonstrate sensitivity and tact particularly when dealing with the more sensitive issues

· Able to maintain confidentiality

· Able to work accurately and with attention to detail

· Alertness and concentration, e.g. producing achievement information, minute taking and drafting correspondence

· Able to undertake short term planning, e.g. managing own workload, managing the work of others, ensuring deadlines are met, planning for school activities
· Able to deal with more complex queries and know when to refer to more senior staff 
· Able to work constructively as part of a team and to understand school roles and responsibilities and own position within these

· Able to self evaluate learning needs and actively seek learning opportunities
· Willingness and ability to travel independently as required, including to undertake pupil home visits 
· Able to multi-task effectively and independently in a demanding, fast-paced environment with the ability to remain calm and professional under pressure
· Physically able to conduct on-call and supervisory duties which require responding to incidents quickly across the school site (occasional restrictive intervention may be required, further to training)
· Able to follow policies and practices consistently 
· Demonstrable commitment to continuous improvement 
· Excellent reliability, attendance and punctuality, with the resilience and drive to thrive in a demanding and fast paced school environment  
· High levels of energy, motivation and a commitment to student learning and well being 
· Ability / willingness to act as a first aider 


	Equalities 


	· Able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Trust’s Equalities Policy
· Commitment to inclusion
· Demonstrates values by example – respect for others, integrity, honesty, compassion, hard work 


DESIRABLE CRITERIA
· Experience/qualifications in counselling within BACP ethical guidelines
· Experience of child protection work within a relevant service e.g. social services, national health service, youth work, school
· Ability / willingness to drive a school minibus (MIDAS qualification) 
· Understanding of wider school accountability e.g. Ofsted
Band 7 post-holders supervise small administrative or technical teams, though operate within well-defined school procedures and practices. The school/trust has written guidance/procedures for dealing with queries and/or routine issues.  Problem solving and decision-making is required, but generally limited to operational matters.  Post holders hold some responsibility for providing advisory or technical services across the school/trust, or externally to appropriate stakeholders. Tasks typically include analysis of ‘customer’ (student/family/staff) problems, identification of key issues and researching material to provide advice.  Communication with external stakeholders or internally might be of a fairly demanding nature and usually key to the resolution of problems and attainment of objectives. Post holders might have responsibility for controlling small budgets and authorise expenditure within well-defined parameters and school procedures.  Formal vocational qualifications might be required, such as NVQ 2/3 and it is likely to take up to 18 months in post to acquire full competence.
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