                                               
                                                                                                                                          
[image: ]Future Horizons – Pastoral Coordinator (Floor Leader) Future Horizons Leeds is committed to putting young people with complex learning and communication difficulties at the centre of everything we do. We aim to provide a holistic, person-centred service that prioritises the wellbeing and personal progress of every learner. We pride ourselves on being able to challenge norms, think outside the box, and develop a creative response to need. We believe that every learner can achieve their personal outcomes and develop new skills.



Job Title: Pastoral Coordinator
Pay: £28,737 - £31,827
Line Manager: Pastoral Care Lead
Contract: Permanent
Hours: 37 hours per week, all year round
Holidays: 5.6 weeks per annum, plus an additional allowance during Christmas closure
Please note that the duties and responsibilities below are a minimum requirement and are not exhaustive or listed in their entirety. Duties and expectations can be reviewed and updated in line with the needs of the business.

Main responsibilities:
· Working closely with an instructor, to plan, support and deliver life-long learning and enrichment activities which focus on preparation for adulthood. 
· In conjunction with Instructor, organise and manage appropriate learning environments and resources.
· To line manage a team of Life-long Learning Assistants to create an environment in which learners engage in meaningful and inclusive activities which are tailored to their individual needs and interests. 

Personal Development of Learners 
· To liaise with external agencies (CLDT, Physiotherapy etc) regarding appointments and inform Pastoral Care Lead of any referrals that are required.
· To take account of learners’ interests, language and cultural backgrounds.
· To establish productive working relationships with learners and Lifelong Learning Assistants, acting as a role model and setting high expectations.
· To support staff in developing good practice appropriate to supporting the individual needs of learners.
· To liaise closely with therapists in meeting specific needs of learners as outlined in support plans. To embed recommendations and provide feedback as required.
· To work with other professionals involved in young peoples’ support and progression.
· To be involved with learners' social care reviews as required. 


· To ensure that learners’ pastoral care needs are met throughout the day. 
· To lead the implementation and review of behaviour support plans / risk assessments and PEEPS for learners as directed by the Pastoral Care Lead and other professionals.
· To anticipate and manage behaviour constructively, promoting and supporting regulation and independence
· To ensure attendance and pastoral needs of learners are monitored and recorded effectively using MIS (Databridge). To report any concerns to the Pastoral Care Lead and work closely with them to support and resolve these. 


Leadership and Management 
· To be responsible for ensuring all students can access planned offsite activities in accordance with their session plans in a well organised and coordinated manner.
· To be responsible for the completion of any relevant risk assessments. 
· To ensure that care routines are undertaken as per learner Support Plans including medication and personal care. 
· To undertake the role of Safeguarding Officer and work closely with the DSL to monitor ongoing safeguarding concerns, with due regard for confidentiality.
· In conjunction with the instructor, plan and monitor the deployment of support staff. 
· To ensure Lifelong Learning Assistants encourage learners to interact, develop communication and work co-operatively with others, engaging all learners in activities.
· To motivate and facilitate teamwork and good practice to achieve excellent standards of support and care.
· To support staff teams in reflecting and debriefing on any incidents which have occurred and identifying lessons learned.
· To oversee effective communication with parents and carers, ensuring daily diaries are read and any parent questions or concerns are responded to promptly and appropriately.
· To work closely with Instructor to line manage LLA’s undertaking supervisions and annual appraisals. 


General Responsibilities:
As a professional, progressive and supportive organisation, Future Horizons Leeds expects all colleagues to:
· Ensure all visitors to FHL’s premises are received and welcomed 
· Embrace, understand and promote the ethos of FHL and to understand the roles they play as part of the team to provide high levels of care and education for our learners
· Ensure learners are consistently supported, promoting independence whilst recognising and responding to their individual needs
· Abide by the FHL Code of Conduct and all other policies, procedures and regulatory requirements and guidelines relating to their role
· Comply with health and safety guidelines and take reasonable care to keep themselves and others safe
· Ensure safeguarding procedures are followed in line with Local Authority and FHL guidelines and legislation
· Maintain confidentiality and respond appropriately to issues regarding confidentiality, for example, being aware of personal information regarding our learners  
· Work in collaboration with colleagues, others and FHL stakeholders
· Keep job knowledge up to date through company and external training, showing a commitment to professional development
· Act as a positive representative of FHL by modelling and always maintaining a professional approach and behaviours
· Demonstrate a proactive approach, using initiative and showing resilience to take responsibility for getting tasks done
· Show a willingness to undertake additional roles to meet the needs of the provision, learners and colleagues
· Be flexible and perform any other duties as required by the Leadership Team within the scope and spirit of the role 


Special Conditions of Service:
There is a requirement to submit to an Enhanced DBS Check and to put yourself on the Update Service. The cost of this will be reimbursed by Future Horizons Leeds. 

Signed: ……………………………………………..  (Principal)         Date:   ……………………………………………………………..
I acknowledge that I have seen and received a copy of the above job description.
Signed: …………………………………………….                               Date: ………………………………………………………………
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