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Title:			Pastoral Manager Key Stage 3/4	

[bookmark: _GoBack]Grade:			Grade E, point 12 - 15

Hours:			37 hours per week / 42 weeks per year 
			(39 term time weeks + 111 ‘annualised’ hours, ie 37 hours x 
			3 weeks)
			8.00am - 4.00pm (Monday to Thursday)
			8.00am - 3.30pm (Friday) 
- these timings include an entitlement to a 30 minute unpaid break daily 

Accountable to: 	Vice Principal (Behaviour & Safety)

Reporting to:		Heads of Year within the Key Stage

Chantry Academy Vision – to provide learning that ensures everyone has the skills to be Versatile, the opportunities to exceed their Aspirations, the knowledge to be Learned, the empathy to be Understanding, the enthusiasm to be Engaged and the encouragement to be Determined.  Our community is always VALUED.  

The postholder will be a key member of a team which includes Heads of Year accountable for ensuring that all students in the Key Stage are supported by effective pastoral systems to make outstanding academic progress within the wider context of their full personal and social development.

Generic Staff Requirements:
Be committed to working as part of a cohesive, supportive and forward-thinking team of middle leaders which has a shared vision to -
· Raise student attainment so that all students successfully progress through the school to further and higher education and quality employment
· Support all staff to achieve high standards of teaching and learning 
· Place the Academy and its facilities and resources at the heart of the community it serves.
· Model the highest professional standards to staff and students in all aspects of the role, maintaining a visible presence around the Academy and leading by example. 
· Ensure that the personal and social development of students results in responsible and active citizens graduating from the Academy
· In collaboration with others, review the impact of actions taken and respond accordingly
· Play a key role in ensure effective implementation of the school’s safeguarding and equal opportunities policies

Under the direction of the Vice Principal (Behaviour & Safety) and working alongside the Heads of Year in Key Stage 3/4 the Pastoral Manager will primarily be responsible for supporting the pastoral welfare and supporting the progress of every student within Key Stage 3/4.

Their major responsibilities will be to:
· Contact parents as and when required regarding progress
· Participate actively in the quality assurance of students’ learning
· Monitor and take appropriate action regarding the attendance, punctuality and behaviour of students within the Key Stage
· Monitor and check student planners and equipment
· Liaise regularly with the SENCO to effectively support students with additional needs 
· Liaise regularly with the Attendance, Admissions & Safeguarding Lead to effectively support students with additional needs 
· Liaise with Subject Teachers regarding any student concerns
· Liaise with all appropriate outside agencies regarding any further support students may require including the completion of associated documentation such as referrals or CAFs
· Liaise regularly with Heads of Year to ensure the accountability of actions

To work with Tutors to:
· Provide guidance regarding individual student behaviour
· Oversee and evaluate the Key Stage’s pastoral activities
· Contribute to the development of the tutorial programme and PHSCE 
· Providing regular feedback to individual tutors on student issues as appropriate

To create a strong Key Stage 3/4 ethos by:
· Leading and organising assemblies and other events in line with the ethos and expectations of the school
· Taking an active part in the development of student voice for the Key Stage
· Working within the Pastoral team and advising the Head of Year and tutors with regards to achievement and behaviour of students across their year group
· Supervising areas of the academy at break and lunchtimes.

To contribute to the whole Academy by:
· Facilitating Academy events as appropriate (e.g. review days/Options, Parents’ and Open Evenings/transition events, etc) relating to the Key Stage
· Attending after school Panel meetings
· Maintaining pastoral files (electronic and paper)
· Undertaking any other duties as determined in consultation with the Principal

General
· To be a positive interface with the academy for parents
· To participate in the Academy’s Performance Management framework
· To comply with health and safety policy and systems, report any incidents/accidents/hazards, and take a pro-active approach to health and safety matters in order to protect self and others
· To carry out duties with full regard to the Single Equality Policy, to ensure that students and colleagues are treated in a fair and consistent manner

All post holders are accountable through the Academy Performance Management Policy.  

The Executive Headteacher and Governors are all committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expect all staff and volunteers to share this commitment.  We ensure safer recruitment procedures are effectively in place, and DBS checks or police vetting will be required for all posts.

Note: This job description is not prescriptive and may be changed, in consultation with the post holder. The duties and responsibilities may vary from time to time according to the changing needs of the academy. Other tasks may therefore be added through consultation. These include tasks which the Principal may reasonably require from time to time and/or others in keeping with the aims and objectives of the academy.

Job descriptions will be reviewed annually
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