Job Description

POST TITLE:


KS3 Pastoral Lead
PAY RANGE:


PO2, points 29 - 32
HOURS OF WORK:

37 Hours Per Week, TTO + 10 Days
POST STATUS:

Permanent 

DISCLOSURE LEVEL:
Enhanced

RESPONSIBLE TO:

Vice Principal Inclusion
RESPONSIBLE FOR:
Line management of Learning Managers
--------------------------------------------------------------------------------------------------------------------------

Main Responsibilities

· Promoting a culture which reflects the school values of Ambition, Respect and Resilience across the key stage with students and with Learning Managers
· Oversee the effective Y6 to Y7 transition

· Responsibility for coordinating Parent/Carer Consultation Evenings/open evenings

· Responsibility for the oversight and the quality assurance of all aspects of pastoral support provided by the Learning Managers within their team

· Manage and operate informal (day to day) and formal (scheduled) Pastoral Quality Assurance Processes 

· Ensure that there is always a proactive patrol of the school to ensure that the highest standards of student conduct, Behaviour and Behaviour for Learning are maintained.

· Proactively work in liaison with the Teaching and Learning team to provide support and advice to teachers identified (through data or from direct observation) as requiring Behaviour for Learning Support.

· Proactively work with the Inclusion Manager to ensure key students are encouraged to attend a range of activities, visits and trips 

· Use daily, weekly and half termly data to monitor the behaviour of students across all lessons in each year group, pro-actively using this data to inform behaviour interventions and monitor their impact.

· Make recommendations to the Curriculum Leadership team about possible changes to sets and class groupings where this is deemed to be supporting good behaviour for learning.

· In partnership with SLT co-ordinate any break and lunch-time activities to support the highest standards of behaviour across the school. 

· Deliver and coordinate a programme of CPD for the Learning Manager teams to ensure they are kept informed of national and local developments and those within the school

· Where appropriate provide advice to parents/carers where external support may be available and, where appropriate, advise parents on techniques to improve the behaviour and conduct in their child.

· Co-ordinate and lead weekly year group assemblies to ensure topical aspects of the PHSRE are mapped and covered. 

· Coordinate the rota for the Behaviour Intervention Rooms and quality assure this provision to ensure students’ behaviour is exemplary and they are engaged in meaningful work which is directly related to the curriculum they should be study

· Support the Vice Principal for Inclusion to ensure that the STAC (school team around the child) actions/decisions are recorded and that these actions are monitored

· Ensure all key pastoral information is recorded within Bromcom and/or CPOMs, particularly for young people with complex needs (safeguarding including CP/CIN and CLA, attendance, SEND, behaviour, health including mental health)

· To ensure appropriate Risk Assessments and Pastoral Intervention Plans are in place where needed, to quality assure these plans  and to keep these under regular review

· To ensure Pastoral Managers act on all Tier 1 safeguarding referrals and communicate interventions and recommendations appropriately with the Safeguarding Team in school

· Coordinate investigations into student conduct/complaints, ensuring they are robust and factual to support the next step decisions

· Liaise with the attendance team to ensure the admission and attendance registers are aligned 

· To support the Inclusion Manager in processes for reduced/part time timetables and ensure all documentation and paperwork is in place

· Ensure all processes for in year admissions are followed and appropriate records about the type of admission (e.g. in year, passed Managed Move, FAP, RAP, SAO) are retained

· Manage the induction programme for all students who are new to the school within the key stage

· Support the Vice Principal for Inclusion to ensure processes for suspension and exclusion are operated in accordance with the Trust Operational Handbook including the timescales, and provide any documentary evidence to support the suspension/exclusion

· Support the Inclusion Manager in managed move and directions to education off-site (behaviour placement) documentation and recording

· To coordinate the processes for break, lunchtime and after school detentions and ensure registers are taken and parents/carers are informed and non-attendance at the detentions is followed up

· Undertake any reasonable duties associated to the role

Person Specification 

Essential criteria 

· Previous experience of working with young people in an education setting
· Experience of supporting pupils and parents

· Working with pupils to engender high expectations promoting positive behaviour and good attendance
· Ability to use MS Office including word and excel
· Experience of working with Management Information Systems 
· Ability to extract and manipulate data for analysis through Management Information Systems

· Ability to communicate effectively in writing, on the telephone and face to face with a range of people within and beyond the school
· Diplomatic approach in dealing with difficult/challenging situations
