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Job Description for Pastoral/Centre Manager


Job Details 

	Job Title:
	Pastoral/Site Manager

	Hours:
	42.5

	Salary:
	Up to £32,000

	
	

	Location:
	Wakefield

	Responsible to:
	Assistant Headteacher

	Reports to:
	Assistant Headteacher


  


 

The Pastoral/Centre Manager will:
To work within the pastoral team to provide support for students. To support the Assistant Headteacher to effectively track and monitor student wellbeing and progress.  To safeguard students and ensure appropriate interventions are in place.
Working with pupils 

· Identify strategies to help overcome individual pupils’ barriers to learning 

· Use systems to monitor the behaviour and progress of pupils who are on targeted interventions 

· Co-ordinate the development of pupils’ individual support plans and review ongoing progress towards set goals

· Manage the transition of new pupils arriving or existing pupils returning to school, putting the necessary support in place to overcome any barriers to learning 

· Promote high standards of behaviour and consistently implement the school’s behaviour policy  
· Monitor and supervise lunchtime and after school clubs

· Monitor and supervise transport of pupils from Centre to Centre

· Facilitate the smooth transition through effective communication and liaison with pupils, staff, parents and other agencies.

· Create a culture where pupils experience a positive and enriching school life

· Uphold ambitious educational standards in order to prepare pupils from all backgrounds for their next phase of education and life

· Ensure a culture of staff professionalism

· Encourage high standards of behaviour from pupils, built on rules and routines that are understood by staff and pupils, and clearly demonstrated by all adults in school

· Embedding and developing further our strong ethos and values of independence, safe and settled, resilience, respect, aspiration, enjoying their learning and community unity so that we prepare children for life not only academically but also personally.

· Monitor attendance, focusing specifically on vulnerable groups attendance; breaking down all barriers to learning for the children. 

Working with staff 

· Make sure each member of staff has access to, understands and can apply consistently, the school’s pastoral procedures and strategies, especially new staff

· Liaise with teaching staff to support monitoring activities on individual pupils’ behaviour 

· Work with the Safeguarding and Welfare team to monitor and implement strategies to improve the attendance of pupils who are on targeted interventions    

· Work with the SENCO to identify pupils in need of additional support and to develop individual support plans 

· Work with Senior/Phase leaders to develop whole-school pastoral and personal development policies and action plans 

· Participate in senior leadership meetings including Health & Safety meetings for the Centre, as required 
· To support the senior leadership team to develop appropriate responses to persistent behaviour issues.

· To monitor and support pupils in their learning and encourage positive attitudes and behaviour in and around school. 

· Creating opportunities to praise and reward students within the schools’ reward systems.
Working with parents/carers and external agencies 

· Act as the lead point of contact for parents/carers in relation to pastoral and behavioural issues, involving relevant staff members as necessary
· Communicate with parents/carers following behavioural incidents to discuss the effectiveness of the support in place for their child  
· Maintain regular contact with parents/carers to discuss their child’s progress, behaviour and attendance 
· Build positive relations with parents/carers to encourage family involvement in their child’s progress 
· Communicate with parents/carers about specific support in place for their child

· Assist parents/carers with any information they need to support their child 

· Liaise with external support agencies and professionals as required, to cater for pupils’ individual needs 

· Build and refresh knowledge on the range of external support available that could support pupils’ individual needs 

Administration

· Maintain accurate records of interventions and relevant meetings
· Maintain Quality assurance for all pupil documentation including RAs, SSPs, Jump starts, Return to school meetings, behaviour plans and risk assess external visits  

· Facilitate the transfer of relevant pupil information inside and outside the school 

· Make sure that pupil medical information is updated and that staff are aware of the individual medical needs of pupils 

· Complete relevant paperwork required by external agencies 
· Complete relevant paperwork on Health and Safety of the Centre with the Facilities Manager
Other areas of responsibility 

The Pastoral/site Manager will:
· Lead, as part of all Leadership team responsibilities for Meadowcroft school
· As part of the Leadership team, to be visible at the beginning and at the end of the day, specifically at key strategic areas 

· Treat people fairly, equitably, and with dignity and respect to create and maintain a positive culture 

·  Ensure safe and effective learning environments 

· Contribute to achieving and sustaining well-ordered and stimulating environment where children know, understand and display exemplary learning and social behaviours 

· Where necessary investigate behaviour issues ensuring fair and transparent consequences that are shared appropriately 

· Set a good example in terms of dress, punctuality and attendance

· Take on any additional responsibilities which might from time to time be agreed with the Assistant Headteacher 

·  Build strong links with parents and carers, LAs and other external agencies 

· Participate in and where appropriate lead staff training 

· Attend and where appropriate lead team, SLT and staff meeting

·  Take appropriate responsibility for own health, safety and welfare

· To have and apply detailed skills and knowledge to ensure a consistent and effective approach to pupil personal development across the school 

· To plan to implement, monitor and review strategies that support pupil’s personal development 

· To work closely with form tutors to improve tutorials and the wider curriculum to impact positively on SMSC and promote British Values across the school

· To establish and maintain productive working relationships with pupils and staff across the school, acting as a role model and mentor 

· To contribute and oversee pupils personal documentation including RAs, PHPs, Pupil passports

· To ensure the maintenance of accurate and up to date records for Sleuth in order to support all staff identifying patterns of behaviour and strategies to implement

· To assist the site manger in establishing safe working environments and practice to promote pupil safety and personal well being

· To provide specialist advice to staff in relation to setting personal development targets and monitoring the use and effectiveness of individual behaviour plans

· Provide pupils with meaningful opportunities to understand how to be responsible, respectful, active citizens who contribute positively to society through  tutor time and across the curriculum

· Create a QA system to improve personal well-being and development of pupils across school

· To improve pupils ability to independently (as appropriate to age) manage and keep themselves safe in all areas

· To assist the IAG co-ordinator in ensuring that all pupils are well prepared for their next stage of their lives including: education, training, employment and life skills to ensure that all pupils secure a positive destination upon leaving the school

· To work with staff to ensure all personal development strategies are appropriately communicated and discussed with parents, working as part of a team approach for the pupil 

· Provide objective and accurate feedback and reports as required on pupil behaviour, ensuring the availability of appropriate evidence of personal development

· Working with pupils to identify, set and monitor social, emotional and well-being targets 

· To deliver staff training and coaching in relation to pupil personal development

· To provide personal development updates, feedback and analysis data as and when requested

· To attend and liaise with multi-disciplinary colleagues and attend meetings 

· To identify and introduce new and innovative approaches to personal development

· To actively contribute to the delivery of the School Development Plan

· To report to SLT on the current position of personal development for the Centre on a termly basis

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the headteacher will carry out. The postholder may be required to do other duties appropriate to the level of the role.
Safeguarding 

· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 

· Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary

· Promote the safeguarding of all pupils in the school

Person specification
	criteria
	qualities

	Qualifications 
and training
	· GCSE or equivalent level, including at least a Grade C in English and maths 
· Continuing and relevant professional development in school 

	Experience
	· Up to 3 years in working in SEND setting
· Good listening skills 

· Effective written and verbal communication skills

· Knowledge of the barriers to learning that pupils may face 

· Tailoring plans and interventions to individual pupils

· Able to use IT systems and to conduct analysis and produce reports 

· Able to create good relationships with children, staff, parents and external agencies

· Knowledge of available support services in the local area 

· Safeguarding of children and young people
· Managing change successfully 
· Developing and implementing an area of school improvement
· Capacity for hard work


	Skills and knowledge
	· Data analysis skills, and the ability to use data to set targets and identify weaknesses

· Effective communication and interpersonal skills

· Ability to communicate a vision and inspire others

· Ability to build effective working relationships
· Patient and calm
· Organised, good time management, proactive and self-motivated

· Upholds and promotes the ethos and values of the school

· Able to work under pressure and prioritise effectively

· Knowledge of the Ofsted framework for personal development



	Personal qualities
	· A commitment to getting the best outcomes for all pupils and promoting the ethos and values of the school

· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality, ensuring that personal beliefs are not expressed in ways that exploit the position
· Lead, motivate and inspire
· Give effective feedback to staff and be sensitive to their needs
· Manage change effectively
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