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Job Description
Pastoral Leader – Non Teaching


	Responsible to 
	Assistant Principal – Behaviour, attendance and Student Support

	Scale
	NJC Scale 4 SCP 7-11 (fte £24,294-25,979)

	Hours
	37 hours per week, term time plus 10 days

	Start Date 
	September 2024




MAIN DUTIES AND RESPONSIBILITIES
· To work closely with the Learning Leader for effective overall pastoral management of the year groups. 
· To be the first point of contact for parents of students within the year groups
· To communicate promptly and effectively with parents, carers and external agencies including making relevant referrals as required
· To monitor attendance and punctuality, forming half termly action plans and reviewing the attendance tracker weekly
· To liaise with, and support, the Pupil Premium Manager to improve PP student attendance 
· Implement interventions to improve attendance and punctuality
· Liaise with appropriate agencies to support improved attendance and punctuality 
· To monitor the year group with regard to student behaviour and discipline and any other factors that might have an adverse effect on student learning and provide a support mechanism for staff in this respect. To review the weekly behaviour for learning bulletin. 
· To defuse confrontational situations between pupils 
· To facilitate and manage the Reflect, Resolve and Restoration processes in school
· To contribute to the patrol duty rota, responding to staff requests to resolve behavioural issues impacting on lessons.
· To contribute to the after school detention rota
· To apply school sanctions including detentions within the year group
· To apply school praise, such as merits and e-postcards 
· To liaise with parents to ensure the highest standards are set and achieved 
· To resolve difficult / sensitive issues with parents and pupils requiring a degree of tact, understanding and diplomacy. 
· To ensure that student records are effectively kept on CPOMs, relating to confidential information e.g pupil progress, attendance, safeguarding, family/personal issues and any other pastoral issues. 
· To monitor and support the social, personal and health needs of students in the year group including liaison with the School nurse to manage vaccinations 
· To promote and support the inclusion of all students in learning activities across the subjects by: a. updating staff concerning pastoral issues on a daily basis. b. identifying and brokering support for students with specific issues. c. interviewing, informing and liaising with parents as required d. contribute to writing of half termly year group reviews with the Learning Leader 
· To support the Learning Leader in briefing the team of Learning Tutors. 
· To contribute to the assembly programme of the year group and help co-ordinate the contribution of Learning tutors and tutees as required
· To work alongside the Learning Leader in the delivery of an effective Personal, Citizenship, Social and Health Education programme for the year group as appropriate 
· To recognise and respond effectively to equal opportunities issues as they arise, including by challenging stereotyped views, and by challenging bullying or harassment, following relevant policies and procedures 
· To support the school council where required 
· To liaise with the Learning Leader regarding the organisation of Parents’ Evenings and other events relevant to the year group 
· To provide a presence in the year group area throughout the day and to contribute to the break, lunchtime and after school supervision programme
· Ensure the safety of pupils arriving and departing school through assisting in the daily bus duty rota. 
· To mediate between staff and students with parents to resolve problems and promote personal well-being. 
· Act as a First Aider

TO PLAY A FULL PART IN THE LIFE OF THE SCHOOL COMMUNITY, TO SUPPORT ITS MISSION AND ETHOS AND TO ENCOURAGE STAFF AND STUDENTS TO FOLLOW THIS EXAMPLE.

· To promote actively the school’s corporate policies.
· To continue personal development as appropriate.
· To work collaboratively with colleagues.
· To promote and participate in the school’s performance review process.
· To be aware of employee responsibilities for Health and Safety of themselves and others and to work in a safe and secure manner with due care towards the health and safety of oneself, other staff and students.
· Every member of staff has a duty to commit to the safeguarding and welfare of all students at the school.
· To participate in staff programmes for training, in particular safeguarding and health and safety.
· Share in the corporate responsibility for the well-being and discipline of students.
· Promote the good work of the school in the wider community

This job description is current at the date shown, but, in consultation with you, may be changed by the principal to reflect or anticipate changes in the job commensurate with the grade and job title. 

Rainford High School is an Equal Opportunities Employer and positively welcomes applications from all people regardless of their sex, creed, marital status, race, age, disability, gender identity, sexual orientation or religious belief. 

Rainford High School is committed to safeguarding and promoting the welfare of children. Post holders must receive a satisfactory enhanced DBS check before taking up the post and undertake a minimum of three-yearly checks. 

Rainford High School is committed to promoting positive mental health and emotional well-being to our student body and to every member of our school staff. We pursue this aim through the use of effective policies and procedures within a safe and supportive school/work environment
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