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Joseph Leckie Academy
 Job Description
	Job Title: Pastoral Manager (Year group based)
Work Location: Joseph Leckie Academy 
Reports to: Assistant Principal Behaviour and Attitudes
Grade: Walsall NJC Grade 5 
Hours of work: 37 hours per week, term time only.
Accountable to: The Principal
Responsible to: Line Manager (Assistant Principal Behaviour and Attitudes) 
Links with:  Heads of Year, Hub Manager, mentors, tutors, teachers and TA’s



General Duties
	Statement of Purpose:

· To play a key role in improving all aspects of student engagement in learning by working collaboratively with the year team (HOY, AHOY, hub manager, SLT link), all academy staff, parents/carers and wider stakeholders, using a range of approaches to secure positive outcomes for students.
· To support students in achieving their potential by delivering targeted mentoring and intervention programmes that remove barriers to learning and strengthen behaviour, attitudes and engagement.
· To contribute to raising standards of behaviour, attitudes, uniform, punctuality, attainment and achievement within the allocated year group, providing intervention, monitoring and support for student behaviour, learning and progress alongside the Head of Year and Assistant Principal.


Support for Students

· Build strong, positive relationships with students and their families, maintaining regular professional communication to support improvements in behaviour, engagement and outcomes.
· Adhere to all statutory safeguarding requirements, including Keeping Children Safe in Education (KCSIE), and always follow the Academy’s Child Protection and Safeguarding Policy.
· Recognise, reward and celebrate positive student behaviour and attitude to learning.
· Guide and support students to take responsibility for their behaviour, attendance, punctuality, uniform, wellbeing and personal development across the year group, contributing to high‑quality learning outcomes.
· Apply effective de‑escalation techniques to manage incidents safely, using a calm and relational approach to reduce risk, defuse heightened behaviour and support students in returning to a regulated state.
· Carry out duties and maintain a proactive presence at break, lunchtime and throughout lesson changeovers, supporting behaviour expectations and ensuring students move calmly and safely around the site.
· After a hot spot or time out, work with the Hub Manager to ensure the student follows hub expectations, completes the required work, and reflects on the behaviour that resulted in the referral.
· Support students in lessons or small groups to improve engagement and academic outcomes. working work with parents/carers. 
· Lead restorative and reflective conversations between students, and between staff and students, to resolve issues constructively while modelling calm, positive and relational behaviour management, consistently demonstrating a restorative, solution‑focused approach.
· Monitor and track behaviour data using Class Charts to identify and target students with high negative behaviour points (e.g. poor punctuality to school/lessons, poor uniform standards, ATL C etc) and/or behaviour incidents to secure sustained improvements.
· Work alongside the Student Support Manager to provide targeted behaviour mentoring through structured programmes and personalised sessions, ensuring all interventions are consistently and accurately recorded in line with systems in place and evidence impact. 
· Work collaboratively with the attendance team and the Head of Year to raise student attendance and reduce truancy by making daily contact with parents/carers and any other appropriate interventions directed by the Head of Year.
· Use both formative and summative data to evidence improvement in intended outcome.
· Work closely with external and internal professionals—including the DSL, DDSLs, educational psychologist, school counsellor, student support manager, the attendance team, SEND team, school nurse and IAP staff, to identify and address barriers to learning such as disengagement, poor behaviour or school anxiety, and coordinate timely, appropriate support for students and their families. 
· Supervise detentions to ensure high standards are maintained, students meet behaviour expectations, complete reflective tasks, and restorative discussions between staff and students are facilitated when needed.
· Support students in lessons or small groups to improve engagement and academic outcomes. working work with parents/carers. 
Support for Teachers:

· Arrange and schedule in‑lesson support for identified students to strengthen behaviour for learning, providing staff with advance notice where required. 
· When students are removed from class, discuss and identify the issues, agree a constructive way forward, and mediate restorative conversations between the student and teacher. 
· Liaise with teaching staff on effective strategies for students who display poor attitudes to learning in lessons and deliver targeted intervention programmes to address identified needs.
Support for the Head of Year:
· Work under the direction of the Head of Year and AP Behaviour to manage all aspects of pastoral care, behaviour and standards (e.g. uniform, punctuality, equipment) to secure positive outcomes for students.  
· Following a behaviour incident, work alongside the Hub Manager to carry out a thorough investigation by gathering all relevant student and staff statements, reviewing CCTV where appropriate, and providing a clear summary to the Head of Year, SLT Link or other SLT members to inform next steps.  
· Support the Hub Manager in maintain a calm, supportive space where students feel safe, respected and welcomed.
· Communicate effectively with parents/carers and arrange, lead, and/or support meetings with them when directed by the Head of Year, recording accurate notes of all communication on Class Charts.
· Work alongside the Head of Year and Hub Manager to manage confiscations and uniform loans.
· Collect and escort students to lessons as required.
· Support at parent consultation evenings and other agreed events.
· Manage detentions by informing students and parents, collecting and escorting students as required, and supervising break and lunchtime detentions when necessary.
· Support the Head of Year with all aspects of form time routines including assemblies.

Administrative Support

· To use the school MIS to administer student timetables.
· Provide administrative support to Head of Year as required.
· Maintain accurate and detailed records of all pastoral, mentoring, behaviour and standards‑related interventions, ensuring information is recorded promptly and kept current on Arbor and Class Charts.
· Provide all relevant child protection documentation, including completing referrals to the DSL/DDSL when required, and record all safeguarding concerns on MyConcern in line with academy procedures.
· Maintain secure filing systems for all confidential student records, including incident statements.
· Support with any evidence gathering that may be required.

Working within the Academy:

· Ensure full compliance with all academy policies and the staff code of conduct.
· Contribute positively to the overall ethos, work and aims of the Academy.
· Support and maintain collaborative, productive working relationships with Academy staff and professionals from outside agencies.
· To take responsibility in developing your own continuing professional development.
· Undertake any other duties commensurate with the post as allocated by your line manager or a member of the Senior Leadership Team.
· Demonstrate a consistently positive, calm and professional manner in all interactions with stakeholders.
· Attend and participate constructively in all required meetings during contractual hours, and beyond these hours when pre‑agreed with the Line Manager.
· Accompany teaching staff and students on educational visits, trips and out of school activities as required and take responsibility for a group under the supervision of a teacher.
· Provide support for the Academy’s on call system.
· Cover form time, hub, A2E and IAP cover as required maintaining high standards of behaviour and engagement at all times.

Health and Safety (Including First Aid)

· To be responsible for the monitoring of diabetic students in the year group as a main point of contact and support other year groups during staff absence.
· Ensure the Health and Safety Policy, Fire procedures and First Aid Policy are implemented at all times by themselves and others.
· Adhere to the Health and Safety policy and follow Academy absence reporting procedures.
· Undertake required Health and Safety training and the First Aid at Work qualification, ensuring these remain up to date. Respond to First Aid incidents in line with the Academy’s First Aid Policy.
· Complete Accident Report Forms and entries in the First Aid book accurately and in detail whenever an accident occurs. Assist with any further investigation and forward all documentation promptly to the Estates Manager.

General:

· This job description will be reviewed at least once a year and may be subject to modification at any time after consultation with the post holder.
· All members of staff are required to participate in the Academy’s Appraisal Scheme.
· All members of staff are required to support and encourage the Academy’s ethos and objectives, policies and procedures as agreed by the Governing Body.
· The post holder will be expected to undertake training relevant to their role.


	Personal Specification
Student Support Worker
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	Criteria
	Essential (E)
Desirable (D)
	Source
(see below)

	Qualifications and experience

	GCSE or equivalent in Maths and English Grade C or Level 4/5 or equivalent
	E
	A

	Good Honours degree relevant subject, or other relevant subject degree
	D
	A

	HLTA or Level 3 TA or other equivalent qualifications in working with students
	D
	A

	Experience of working in a Secondary School 
	D
	A, I, R

	Experience and/or qualifications in relevant subjects; Core subjects would be an advantage.
	D
	A, I

	Professional experience and practice

	Recent experience and impact in raising students’ attainment and progress in a relevant subject in a school
	D
	A, I, R

	Evidence of continued personal and professional development
	E
	A, I, R

	Confidence in dealing with students across different age ranges at KS 3, 4 and/or 5
	E
	A, I, R

	Demonstrate an understanding and proactive approach to safeguarding, equal opportunities, health and safety and other policies and practices
	E
	I, R

	First Aid knowledge/experience and/or qualification and willingness to undertake regular training and First Aid qualification.
	E
	A, I, R

	Experience of or knowledge of working in a multi-cultural and diverse school 
	D
	A, I, R

	Ability to teach/support/mentor small groups with behaviour strategies or key pastoral skills
	E
	A, I, R

	Knowledge and Skills

	Demonstrates a passion for learning and working with children
	E
	A, I, R

	Articulate commitment, passion and vision for supporting students personal and academic development
	E
	A, I, R

	Demonstrates outstanding ability to work well in collaboration with others
	E
	A, I, R

	Outstanding inter-personal and communication skills with students, colleagues and parents
	E
	A, I, R

	High level organisational and management skills
	E
	A, I, R

	Motivates and inspires students, staff and parents
	E
	A, I, R

	Knowledge of and ability to manage assessment, recording and reporting
	E
	A, I, R

	Knowledge and use of  school MIS and other data management systems to monitor students well-being and progress 
	D
	A, I, R

	Ability to support students’ needs in terms of supporting with the delivery of SMSC, FBV, Careers, RSHE, Literacy and numeracy within their mentoring/group sessions where appropriate
	E
	A, I, R

	Good organisational skills to support Heads of Year and Pastoral staff
	E
	A, I, R

	Evidence of dealing/supporting with classroom/corridor day to day issues and support for other colleagues within or beyond the year group
	E
	A, I, R

	Outstanding ICT skills
	E
	A, I,

	Knowledge and use of Behaviour strategies e.g. Restorative Practice
	D
	A, I 

	Personal Attributes and qualities

	Personal impact, presence and ability to inspire and maintain high expectations of students and staff alike
	E
	A, I, R

	Adaptability to changing circumstances
	E
	I, R

	Enthusiasm, resilience, reliability and integrity
	E
	,I, R

	Tact and a good sense of humour
	E
	I

	Ability to work under pressure and meet deadlines
	E
	I, R

	High commitment to challenge students to achieve their potential
	E
	A, I

	Approachable and caring
	E
	I, R

	An ambition for further professional and career development
	E
	A, I, R

	Dealing sensitively with staff, students and stakeholders
	E
	I, R
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