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The Links Multi Academy Trust 
Job Description

	Name:
	Date:

	Job Title: Pastoral Leader

	Job Purpose: To provide Support to the Year Group

	Salary Grade: H5/H6  plus 1 week
	Hours: 37 hrs per week

	Line managed by:
	Line manager for:

	Overall Responsibility: 
To support the teachers and the whole school in maximising the learning and attainment of all students in the year.

	Main areas of responsibility:
· To support the students in continued good behaviour in the year.
· To support the students in resolving disputes.
· To support the students in their social welfare.
· To invigilate public and internal examinations as required.
· To analyse ARBOR behaviour for the year and to take and record appropriate action.
· To support individual students in increasing attendance levels.
· To record and share information in accordance with school policy.
· To monitor and record student sickness, attendance and punctuality patterns and to set and monitor targets for improvement.
· To intervene when appropriate.
· To collect and collate information to be included in PSP/PEP’s /profiles/case studies.
· To investigate and identify student concerns through pupil pursuit and tracking.
· To supervise individual and groups of students as required.
· To field parental complaints and communicate to the appropriate personnel within the school.
· To communicate and liaise effectively and efficiently with parents.
· To implement strategies identified by SLT.
· To liaise with appropriate external agencies.
· To liaise with teaching staff team.
· To support the work experience programme.
· To collate, monitor and celebrate the rewards programme.
· To collate, monitor and activate the sanctions programme.
· To support fellow Pastoral Leaders as required.
· To support home visits.
· To be the key named person for a group of students.

Main areas of responsibility Cover:
· To lead CAF and TAF work.
· To provide classroom supervision to whole classes in absence of a teacher.
· To create an orderly and purposeful environment in which pupils can complete work set by the classroom teacher.
· Collate a bank of supervision work for subjects for students at KS3 & KS4 in liaison with relevant subject leader. Cover and supervision work should continue to be set by the faculty.
· To support with administration and support duties when not required for cover during the working day.
· To undertake training in classroom supervision/management on appointment and update as appropriate.
· To implement and record on school disciplinary and reward systems.
· To be available for lunch duty (approx. 30 mins per day).

General:

To take part in:

· Professional development training
· School performance management process
· Any other reasonable duties as requested by SLT.




EQUALITIES
Be aware of and support differences and ensure that the academy’s equalities and diversity policies are followed.
HEALTH AND SAFETY	
Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.
CRIMINAL RECORDS BUREAU
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.
ADDITIONAL INFORMATION
The post holder is required to contribute to and support the overall aims and ethos of the Multi Academy Trust.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the Multi Academy Trust’s policies and practices.
The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
Behaviour management training and an induction process will be included for all staff. All staff will be trained through the Hertfordshire ‘Steps’ programme and this is integral in the support and management of the young people on site and in schools.
The post holder is required to work across all Multi Academy Trust sites.
CONTACTS
The post holder works directly with teachers, specialist support workers, instructors, support staff and young people and has routine and regular contact with parents and carers and with external agencies.
KNOWLEDGE, EXPERIENCE AND TRAINING
•	See Person spec
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
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