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	Start date:
	April 2026

	Salary:
	Grade 6 

	Hours/Weeks
	37 hours per week. Term time + Training Days

	Contract: 
	Permanent, Full time
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We are looking to recruit an excellent pastoral manager to support the work of our Behaviour and Culture Team.

We are a popular and oversubscribed 11–16 mainstream school with the additional expertise and facilities to include two focused SEND provisions, for young people on the autistic spectrum, and for those who are deaf and hearing impaired (ARC and Deaf Academy). Our small and bespoke sixth form (WOA6) caters for students in Years 12 and 13 who have EHCPs. I believe education is the key to opportunity. As Principal, I have the very highest expectations of, and for, all and I am uncompromising in my view that the students must be at the very heart of all we do.
My vision – Believe, Achieve, Succeed – is more than just a phrase. It is a systematic approach to raising aspirations and standards which is underpinned by my unwavering commitment to improving the life chances of young people in Sandwell. I thank our local community for their steadfast support since I took up my post and sincerely look forward to further engaging with parents, local schools, employers and community groups to continue to provide our students with the support, skills and experience they need in order to have a successful future.
At WOA, we believe that every child has the potential to achieve and we expect nothing but the best for each and every one of our students. Through our curriculum, we aim to provide an excellent education for all our students; an inclusive education which raises aspirations and brings out the best in all of them and prepares them for success in education and later life. Our curriculum is progressive and designed to provide children with the core knowledge they need for success along their learning journey.
We have a team of dedicated, specialist curriculum and student welfare staff who work together to ensure that the needs of each individual child can be met. We work closely with our local community – families, schools, businesses and community groups – with whom we share a common priority, that our students are front, back and centre of every decision we make at WOA.
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Description automatically generated]Finally, we have an open-door policy within the school, with a calendar of events which will provide you with an opportunity to see for yourselves what makes WOA so special. We actively encourage our families and our local community to come in to school and to meet with me and the team.
We believe that we all have an important part to play in raising standards. Come in, meet the team and join us on our journey!
Leigh Moore
Principal

For an informal discussion about the role, or if you have any additional queries, please contact Stephanie Thomson, PA to the principal stephanie.thomson@woacademy.co.uk. 
WOA is committed to safeguarding children; successful candidates will be subject to an enhanced Disclosure and Barring Service check.
Job Description: Pastoral Manager  
	Reports to:
	Vice Principal/Assistant Principal and Allocated HOY 

	Responsible for:
	

	Salary:
	Grade 6

	Contract:
	Permanent 

	Hours
	37 Hours per week. Term Time + Training Days  


The Role
The role of the PM is to work closely with the HoY to oversee a year group of students and be responsible for their welfare, attendance, attitude to learning and enjoyment of school. Much of the work is self-generating, and the post holder will be expected to operate within established procedures and guidelines and to prioritise day-to-day. 

Key responsibilities
Core duties 
· Work alongside the Head of Year on all matters relating to the pastoral care of students, with a particular focus on vulnerable leaners 
· Promote excellent attendance and punctuality of all students through close work with students, parents, the attendance team and outside agencies. 
· Work alongside the We Care (safeguarding) team to ensure students are safe in and beyond school 
· Apply the behaviour for learning consistently and fairly across the year group 
· Monitor behaviour and apply a range of intervention strategies where necessary to support both students and teachers 
· Be highly visible on corridors both at student social times and during lessons 
· Effective communication with parents /carers /outside agencies to offer support and personalised intervention strategies for students

Attend to Achieve 
· To assume responsibility for first day calling in liaison with the Attendance Officer – with a particular focus on disadvantaged students.
· To ensure follow up first day absence calls take place for all students.
· To liaise with the Attendance Officer, Home Liaison Officer and the Safeguarding team regarding home visits.
· To follow ‘Child Missing in Education’ protocols.
· To support the year team in celebrating and rewarding excellent attendance.
· To support the year team and liaise with the Vice Principal and Assistant Principal regarding attendance monitoring and be involved in reviewing this – with a specific focus on disadvantaged students.
· To ensure punctuality and attendance letters are issued, monitor SIMS registers, attend parent meetings and attend home visits as appropriate.
·  Follow up attendance matters, including for agreed target students and contact or meet with parents.
Behaviour and Culture
· Provide support and advice to students in line with promoting their social care and personal development with respect to learning and health and safety.
· Liaise with SEND, Inclusion Support and other external agencies.
· Respond to and take steps to resolve relationship issues between students, following the academies Anti-Bullying policy where appropriate. 
· Support and implement whole school behaviour for learning policy and protocols i.e. school support.
· Facilitate student/parent mediation.
· Provide general student support e.g. lost items, timetable changes, therapeutic referrals, mentoring as appropriate.
· Monitor attendance at detention – inform parents.
· Collect and collate statement relating to incidents, following up directly when appropriate. 
· Issue, collect and follow up target cards for identified students.
· Contribute to pastoral support plans and risk-assessments as appropriate.
· Be aware of, and comply with, policies and procedures relating to child protection and all aspects of safeguarding children: make referrals/up-date Early Help system, produce and submit MARF’s, make Prevent referrals and complete CSE screening forms as appropriate. Represent year group/identified students in attendance of the above on/off-site as appropriate.
· Contribute to the provision and organisation of the intervention programme to raise attainment in the Year group.
· Contribute to organisation of Year Group events and programmes e.g. rewards and celebration assemblies.
· Contribute to year team meetings as requested.
· Monitor student progress and support with interventions to raise achievement – with a specific focus on disadvantaged students.
· Support exclusion and attendance prosecution paperwork.
· Assist staff on school and de-escalate behaviour incidents.
· To regularly produce student performance data to analyse and identify necessary interventions.
· To assist in break/lunch supervision if required inc. gate duty/corridors at lesson change-overs.
· Represent the school in a manner consistent with its ethos and values.
· Contribute to school development through identified communication and consultation channels.
· To respect the confidential nature of information relating to the school and students.
· Organise the admission of pupils into the year group in liaison with the year team.
· Ensure that pupil rewards and incentives are promoted, developed and issued in line with the school behaviour policy.
· Attend regular Year and Pastoral team meetings in order to share and develop best practice and share responsibility for recording minutes from those meetings.
· Attend full Pastoral Team meetings.
· Liaise with the Assistant Pastoral – Pastoral, SENCo, ARC & HUB Leads and other staff to identify and support pupils at risk of disaffection and exclusion.


Health, safety and Wellbeing 
· Promote the safety and wellbeing of pupils 
· Maintain good order and discipline among pupils, managing behaviour effectively to ensure a good and safe learning environment 


Communication 
· Be the first point of contact for parents, being responsible for and dealing with issues when appropriate and referring to other staff for action.
· Ensure contact is made to parents whenever incidents dealt with – e.g. bullying, racial incident files.
· Produce appropriate records of incidents dealt with e.g. bullying, racial incident files.
· Arrange for work to be set and collected for exclusion and other student absence – deliver to home address if appropriate.
· Seek reports on student progress from staff.
· Arrange parental appointments including those with the year team or SLT as appropriate – attend in the absence of year team/SLT.
· Dissemination of Year Group information.
· Ensure systems letters, e.g. uniform, equipment are sent and logged.

Personal and professional conduct 
· Uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school 
· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality 
· Understand and act within the statutory frameworks setting out their professional duties and responsibilities 
· Management of staff and resources 
· Direct and supervise support staff assigned to them, and where appropriate, other teachers 
· Contribute to the recruitment and professional development of other teachers and support staff 
· Deploy resources delegated to them 

Safeguarding Responsibilities 
Wodensborough is committed to the safeguarding of children and all staff are expected to ensure that the Academy is a safe and secure environment for our students.
Adults will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct. 
It is the responsibility of all staff to recognise, respond and reflect in relation to all safeguarding disclosures/concerns in collaboration with the DSL/safeguarding team by operating within the guidelines of KCSIE and associated policies/guidance documents. 
All academy staff  will ensure that they facilitate a whole school approach to safeguarding which means ensuring safeguarding and child protection are at the forefront and underpin all aspects of academy life. 
The Postholder will have contact with children. 
The Postholder will be in regulated activity. 
Please note, this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the postholder will carry out.

Other
· Undertake other various responsibilities as directed by the line manager.
 
Wodensborough Ormiston Academy is committed to the safeguarding of children and all staff are expected to ensure that the Academy is a safe and secure environment for our students.


Wodensborough Ormiston Academy is signed up to the DfE Wellbeing Charter. 
[image: ][image: ][image: ]







[image: ]PERSON SPECIFICATION – Pastoral Manager
	
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	EXPERIENCE

	· Experience of working with children or young adults in an education setting
· Experience of liaising with external agencies and professionals, to support positive outcomes 
· Experience of supporting in the delivery of interventions and taking the lead where appropriate
· Detailed understanding of the principles with regard to Safeguarding of Children 
· Experience of managing others including holding others to account 
· Experience of leading initiatives that have impacted positively on students/young people
	· Experience of working in a pastoral team
	Application and references

Interview process



	SKILLS AND ABILITIES

	· Ability to develop effective relationships with students, families and external agencies 
· Ability to assess the needs of students demonstrating poor behaviour and develop strategic plans to facilitate interventions 
· Ability to analyse data and produce reports to demonstrate impact of interventions 
· Ability to work as part of a team 
· Ability to help raise attainment of young people
· Ability to deal with challenging situations 
· Ability to work using own initiative 
· Ability to keep detailed and accurate records 
· Flexible attitude/approach
	
	Application and references

Interview process

	TRAINING
	· Relevant pastoral training.
· Recent and relevant safeguarding training.

	
	Application and references

Interview process

	EDUCATION/
QUALIFICATIONS

	· Minimum GCSE in English and Maths •
	· Degree or other qualification in education or social work field or equivalent experience
	Certificates and documentary evidence

	ADDITIONAL
	· A clear and Enhanced DBS
	
	Application and clearance procedures
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Wodensborough Ormiston Academy
Hydes Road, Wednesbury,
West Midlands, WS10 ODR

Tel: 0121 506 4300
Email: info@woacademy.co.uk
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