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Job Description: Pastoral Administration Support
  
Purpose of the Post
To provide high-quality administrative and operational support to the Pastoral Team, ensuring that behaviour, attendance, safeguarding and student support systems run efficiently and effectively.
The postholder will take ownership of key pastoral processes, maintain accurate and compliant student records, coordinate statutory procedures, and act as a key link between school, families and external agencies. The role plays a vital part in supporting positive student outcomes, enabling leaders to make informed decisions and ensuring that the academy's pastoral systems are delivered consistently and professionally.
Key Responsibilities
Pastoral Administration
· Provide comprehensive administrative support to the Vice Principal (Pastoral), Assistant Principals (Behaviour), Pastoral Managers and wider pastoral team.
· Manage diaries, appointments and meetings for pastoral leaders.
· Produce accurate minutes, action logs and follow-up documentation from meetings.
· Coordinate parental meetings, return-to-school meetings, governor meetings and multi-agency meetings.
· Draft professional correspondence, reports and documentation to academy standards.
· Maintain accurate, organised and confidential pastoral records.
Behaviour and Student Welfare Systems
· Maintain and quality assure behaviour, detention, reflection and intervention records using Arbor and associated systems.
· Monitor the accuracy and completion of behaviour and pastoral records.
· Support leaders in tracking behaviour trends and evaluating the impact of interventions.
· Ensure records provide accurate evidence to support decision-making and statutory processes.
Suspensions, Exclusions and Statutory Processes
· Coordinate all administrative processes relating to suspensions, permanent exclusions, off-site directions and alternative provision placements.
· Prepare documentation and evidence packs for governors, review panels and external agencies.
· Ensure all statutory procedures are completed accurately, professionally and within required timescales.
· Liaise with the Local Authority, governors, parents and external professionals regarding exclusion-related processes.
· Maintain up-to-date knowledge of relevant statutory guidance and procedural requirements.

Parent and Stakeholder Engagement
· Act as a professional point of contact for parents, carers and external professionals.
· Communicate sensitively and professionally regarding behaviour, attendance and pastoral matters.
· Build effective relationships with families and external agencies to support student outcomes.
· Ensure all communication is timely, accurate and in line with school procedures.
Rewards, Wellbeing and Student Experience
· Coordinate administration of rewards programmes and pastoral events.
· Organise reward events, celebrations and student wellbeing activities.
· Support wider academy initiatives that promote inclusion, belonging, attendance and positive behaviour.
Compliance, Safeguarding and Data Management
· Maintain the highest standards of confidentiality and data protection.
· Ensure pastoral records comply with safeguarding, GDPR and academy requirements.
· Contribute to safeguarding processes through accurate record keeping and timely communication.
· Ensure all records are audit-ready and meet internal and external scrutiny requirements.
General Responsibilities
· Participate in duties and academy events as required.
· Undertake training and professional development relevant to the role.
· Work flexibly to support academy priorities.
· Carry out any other duties commensurate with the grade and nature of the post.
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