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JOB DESCRIPTION

POST: Pastoral Care Manager 			

GRADE:  PO3 – PO4
	
SECTION: Education

RESPONSIBLE TO: Head Teacher

Robert Blair School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Purpose of the Job:


To lead on pastoral care across the school, including extended provision in the main school; with particular attention to child protection, behaviour, attendance and punctuality and the personal development of our children, supporting their resilience, confidence and independence. 
Child Protection and liaison with outside agencies
· To be the school’s designated child protection lead, working alongside other Deputy DSLs, including the Head of School and Assistant Headteacher
· To attend case conferences and meetings with services as required.
· To lead ‘Team Around the Child’ meetings.
· To instigate and manage referrals as required.
· To co-ordinate robust staff training and updates with regard to child protection and safeguarding, ensuring full compliance with local guidelines.
Behaviour Management
· To lead in managing behaviour across the school.
· To support teachers and all staff to use the agreed behaviour management system to establish expectations and processes for the behaviour management of pupils.
· Monitor, evaluate and report regularly to the senior leadership team and governing body on the experience of pupils in feeling safe, experiencing the behaviour management approaches and systems; particularly to analyse the impact of key groups, based upon ethnicity, gender, ability and free school meals status.
· To work with the SENCo to establish behaviour support programmes with pupils with special or additional educational needs or pastoral support needs.
· To lead on and issue sanctions relating to significant behavioural issues in line with the school’s policy. 
· To ensure that displays, policies and information leaflets of the school’s behaviour approach are kept updated and are accessible to the school community.
· To co-ordinate and deliver staff training with regard to behaviour management.
Attendance Management
· To lead on attendance and punctuality across the school.
· To monitor attendance and punctuality, taking any necessary measures to make improvements for individuals or groups; to liaise effectively with the Education Welfare Officer.
· To work with young people and their families to support good attendance and punctuality and to address barriers in order to achieve this. 
Personal Development of our Children
· To develop the resilience, confidence and independence of our children by:-
· Leading an effective school council
· Leading a quality extended day offer
· Ensuring strong pupil voice opportunities
· Exploring and embedding opportunities provided by our House system
· Liaising effectively with families and acting as a practical support to address any home/school difficulties, as well as providing strategies eg with regard to setting boundaries.
· Promote equality for all individuals, recognising and encouraging anti-discriminatory behaviour, respecting confidentiality (unless there are child protection implications), recognising clients’ rights and choice and respecting personal beliefs and identity.
Personal Responsibilities
· To carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation.
· To promote the safeguarding of children.
· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner.
· To undertake training and professional development as appropriate.
· To undertake other duties appropriate to the post that may be required from time to time.
Performance Standards
· To ensure that the school’s customer care standards are met and adhered to.
· At all times to carry out the responsibilities of the post with due regard to the school’s Equal opportunities policy.
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PERSON SPECIFICATION

POST: Pastoral Care Manager 			

GRADE:  PO3 – PO4
	
SECTION: Education

RESPONSIBLE TO: Head teacher
	
	Essential
	Desirable

	Qualifications
	
	

	1. 
	Degree or equivalent qualification
	✔
	

	2. 
	Evidence of on-going training in pastoral work.   
	
	✔



	Experience
	
	

	3. 
	3 years experience of working with primary aged students
	✔
	

	4. 
	Experience of working with, and supporting parents
	✔
	

	5. 
	Experience of individual target setting to support students to access the curriculum
	✔
	

	6. 
	Liaison with external agencies and community providers
	✔
	

	7. 
	Experience of working within a senior leadership/management team
	
	✔

	8. 
	Experience of directing a team
	
	✔



	Knowledge
	
	

	9. 
	Knowledge of safeguarding and child protection practice 
	✔
	

	10. 
	Knowledge of strategies to improve behaviour
	✔
	

	11. 
	Knowledge of SEAL, Trauma Informed Practice and Restorative Approaches with particular reference to individual pupil support and development
	✔
	

	12. 
	Knowledge of approaches to improve attendance and punctuality
	✔
	

	13. 
	Knowledge of pupil voice approaches and strategies
	✔
	



	Skills
	
	

	14. 
	Evidence of skills in behaviour management
	✔
	

	15. 
	Ability to work collaboratively with colleagues in the multi-disciplinary team and a variety of professionals in schools and in partner agencies, including Children’s Social Care and Health teams, developing positive working relationships
	✔
	

	16. 
	Ability to write reports that are clear, complete, focused and easily understood, and organise and maintain accurate records
	✔
	

	17. 
	Demonstrates well-developed interpersonal skills; ability to communicate effectively both verbal and in writing, directly with families, pupils, schools and a range of professionals and other agencies.
	✔
	

	18. 
	Ability to work using own initiative, establishing priorities and meeting agreed targets and deadlines
	✔
	

	19. 
	Ability to carry out the responsibilities of the post in the context of and in compliance with, the school’s Equal Opportunities and Health & Safety policies
	✔
	

	20. 
	Ability to recognise and respond to the particular problems faced by disadvantaged young people with challenging behaviour, and their families, in a diverse multi-cultural community
	✔
	

	21. 
	Ability to read and compile statistical information
	✔
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