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ST JOHN FISHER CATHOLIC COLLEGE
JOB DESCRIPTION

	NAME:
	


	Post Title:
	Key Stage 3 Pastoral and Behaviour for Learning Leader 
	Effective From:
	1/9/25


	Pay Grade
	7 (24-28)
	Reporting to:
	SLT Line Manager


	Job Description as agreed at:
	

	KS3 BFL Lead signature:
	

	Headteacher signature:
	


The appointment is made to the school rather than any individual area and duties may be required outside the usual day-to-day work. All Staff are part of a team of Teaching and Support Staff, bound in common service in the light of Mission Statement and School Strategic Development Plan.


The following outline is not intended as a list of tasks, but gives an overall range of duties and responsibilities which reflects the position.

	PURPOSE OF POST:

Working as part of a Key Stage 3 team, to ensure that all learners are enabled to make progress and achieve their potential, behaviour for learning needs to be of a high standard both in and out of lessons. This ensures that we can put into practice the Catholic mission of the school. The post holder will: 
· Make regular contact and facilitate meetings with parents, stakeholders and outside/external agencies to support positive behaviour for learning;
· Work with learners to promote positive behaviour for learning;
· Line manage other staff relevant to the post;
· Engage with matters relating to appropriate whole school issues.


Responsibilities and Duties

The post holder is expected to:
· Undertake all duties reasonably requested in a manner consistent with the aims of St John Fisher Catholic College.
· Coordinate and oversee Reintegration processes.

· Offer support to learners with conduct disorders. 

Also, the post holder is expected to:

· Follow up concerns/complaints made about a learner’s behaviour both in and out of school, as well as both in and out of lessons. 
· Offer pastoral support to learners (referred by colleagues, other learners or through self-referral) 
· Meet daily with other members of Pastoral team to discuss operational and strategic support planning for learners, specific and general. 

· Receive and supervise learners excluded from, or otherwise not working to, a normal timetable.

· Removing learners from lessons when appropriate.

· Interviewing learners to determine the details of the incident and ensuring that the incident is recorded in line with the college’s Behaviour for Learning Policy.

· Administering the appropriate discipline in consultation with the Senior Leadership team.

· Following up the incident by informing the learner, and parents/carers where applicable, of the action to be taken.
· Oversee a caseload of learners who need pastoral support within the relevant year group. This includes:

· Ensuring appropriate contact is made with other members of the Pastoral team so that any counselling needs are met. 
· Lesson observation (in support of learner).
· Supporting individual learners with their work in the classroom in a range of subjects.
· Out of class support, supervising learners in carrying out their work.
· Liaison with parents/carers.
· Site circulation to address behaviour concerns raised in lessons.
· Liaison with external agencies/providers.
· Assist in the development and implementation of appropriate behaviour for learning strategies.
· Provide objective and accurate feedback and reports as required, to other staff on learners’ behaviour for learning, and achievement and behaviour points, and other matters, ensuring the availability of appropriate evidence (e.g. Headteacher).

· Be responsible for keeping and updating records as agreed with other staff, contributing to reviews of systems/records as requested. 

· Ensure that behaviour management concerns raised during learner breaktime and lunchtime are resolved appropriately. This will involve:
· Being available at learner breaks and lunch times for learners to talk to and report any issues they may have, and act as a first response to behavioural issues.
· At the end of lunchtime, being ready to work with the Lead Lunchtime supervisor in any issues that have arisen during lunchtime, and to work with the Senior Leadership team to resolve any outstanding matters.
· Recording such behavioural incidents.

· Keeping other members of the Pastoral and Progress team informed where appropriate of any issues arising from this.
· Using school behaviour for learning policy for more serious incidents.
· Refer learners if necessary.  Inform relevant members of the Pastoral team, the Progress team and/or SLT Line Managers of concerns if appropriate. 

· Liaise with Pastoral team, Progress team and form tutors regarding learners who need to be seen for mentoring/behaviour or any issue that is a barrier to their learning.

· Full and active role in anti-bullying issues.
· Keep record of all types of bullying (age/sex/ethnicity of perpetrator and victim.  Pass persistent bullying issues to Safeguarding coordinator.  Log information onto SIMS.net (Behaviour).  Inform parents of both perpetrator and victim of outcome).
· Print out and analyse various reports for behaviour.

· Counselling (including bereavement) – refer learners to relevant member of the Pastoral team.
· Coordinate, administer and supervise detentions for regular late attendance.
· Be an active member of the duty team.
Support to Parents/Carers and the Community

· Initial port of call for parents/carers, casual visitors or external agents (regarding learners).
· Behaviour reports - sign and check for learners and arrange detention if necessary (in conjunction with the Head of Year team).

· Maintain regular contact through extended periods of absence.
· Organise and collect work from teachers for learners working at home through illness and exclusion.
· Meet with parents/carers in school, accompanied by a colleague to support parents/carers and learners with behaviour concerns/other pastoral problems.
· Contact parents/carers when disciplinary procedures are invoked.
· See parents on Open Evenings and Parents Evenings.
· Organise a learner team to record parents’ attendance at parents’ evenings and provide refreshments and ensure team has cleared away at the end of the evening.
Support Administration

· Assist the school in routine administration including:

· Arrangement for Register Cover for absent staff.

· Reports administration.

· Liaison with parents/carers

· Liaison with external agencies/providers, e.g. EWO.

· Arrange and supervise learner and staff photographs.
· Attend weekly Collective Worship and talk about your role, and the importance of positive behaviour for learning. 
· Co-ordinate the distribution of information as applicable about college activities, schemes and requirements via the Tutor Team.
· Attend appropriate meetings, including different Learner Panels etc.

Support to Training

· Attend regular training for anti-bullying, child protection, SIMS.net etc. 
· Pass on information on any of the above where necessary. 
· Attend some training days and some INSET days as agreed with and directed by the Line Manager.
The post holder is required to be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.  In addition they are to contribute to the achievement of the school’s objectives through: 

Safeguarding

· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.
Equalities

· Ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation. 
Health and Safety 

· Ensure a work environment that protects people’s health and safety and that promotes welfare and which is in accordance with the County Council’s Health and Safety policy.
Amendment of Job Description 
This list is not exhaustive.

The particular duties/responsibilities listed may be reviewed from time to time at the request of the Headteacher or post holder as circumstances necessitate. They may be amended only after reasonable consultation and the approval of the Governing Body. In the exceptional situation of mutual agreement not being achieved, the individual teacher or Headteacher will have access to Appeal Procedures.

This general Job Description is not comprehensive and the post holder will be required to undertake such other tasks appropriate to the level of appointment as the Headteacher may reasonably require.
Key Competencies


High level inter-personal skills enabling an effective team role and communication standard to all stakeholders;


Ability to evaluate system and enable their development through consultation, discussion an action planning;


Ability to analyse data and information, identify patterns and trends;


Ability to formulate strategies for improved behaviour for learning standards.
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