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JOB DESCRIPTION 
NAME:
 
POST:
Pastoral Lead

GRADE:
5 (SCP 10-15)
RELATIONSHIPS: 


The post holder is accountable to a Head of Year in all matters relating to this post.  All staff are ultimately responsible to the Chief Executive Officer (CEO).  The post holder will work closely with team members and support the team when necessary.
PURPOSE:
The postholder is pastoral coordinator to all pupils and will deliver a holistic approach to the learning and well-being of pupils combining pastoral, emotional, physical, mental, academic and moral aspects of well-being.
MAIN DUTIES & RESPONSIBILITIES:
· To act as the single point of contact (SPOC) for outside agencies.

· To deliver CPD to colleagues that ensures pupils with SEN make progress.

· To lead on primary/ secondary transition process identifying and resolving pastoral and learning needs of pupils in Year 6.  This will include leading on transition day and the transition visits.

· To line manage the Pastoral team organising work load and supervising cases held and actions required.

· To act as designated safeguarding lead and designated lead for children in care, if required in your Academy.
Monitoring attendance:
· To be responsible for sanctions in regards to lateness and attendance on a daily basis.

· To ensure cumulative attendance at key stages are at least in line with National expectations.

· To analyse attendance on 6weekly basis comparing all groups i.e. PP/ EAL/ SA/ S/ SA+/ AGT.
· To ensure attendance procedures are followed by all staff and appropriate letters are sent, meetings held and tracking is completed systematically alongside weekly meetings with the Welfare Officer.

Monitoring Behaviour Daily:

· Pupils causing a concern in regards to behaviour/attendance monitored with intervention implemented as appropriate.

· To record all parental/carer contact in regards to concerns raised.

· To provide weekly update to Principal.

· To establish, monitor, evaluate and review the framework for the management and response to incidents of racism and bullying.

Tracking and Monitoring of all Vulnerable Pupils:

· To set up and maintain vulnerability profiles.

· To provide mentoring and support where appropriate.

· To ensure all support and intervention for vulnerable pupils is logged and where appropriate case studies are written at least termly to evidence impact in liaison with Specialism Lead.

Other:

· To assist the Leadership team to ensure the overall safe welfare of the pupils.

· To be a visible presence for pupils and a point of contact for individuals with concerns.

· To ensure high standards of uniform across the Academy.

· To manage the range of facilities offered to support pupils e.g. Uniform spares, equipment provision, lost property, homework support, etc.

· To support pupils joining the Academy during the academic year, supporting pupils on re-integration from long term absence/ fixed term exclusions.
· To undertake administration duties as required.

· To lead on the management and allocation of first aid support within the Academy.

· To drive minibus as required.
GENERAL:
· To promote and support AAT’s culture of “High Expectations for All” and encourage staff and pupils to follow this example. 
· To promote and safeguard the welfare of children in your care or that you come into contact with in accordance with the Trust Child Protection and Safeguarding Policy.

· To comply with, promote and act in accordance with all Trust and Academy policies.

· To be responsible for complying with data protection legislation and expectations for confidentiality. Any issues or breaches to be reported to the Trust HR Director at the earliest opportunity.

· To be responsible for complying with health & safety legislation and guidance.  Any issues or breaches to be reported to the Trust Estates Director immediately.

· To maintain consistent working relationship with colleagues, supporting them in line with your role and responsibilities.

· To keep colleagues informed about aspects of your work and schedule which may affect the support you can give them.

· To develop your effectiveness by up-dating your knowledge and skills, seeking and taking account of constructive feedback on your performance, making effective use of the development opportunities made available to you. 
· To identify and agree personal development objectives with your line manager.
· To be courteous to colleagues and provide a welcoming environment to visitors. 
ADDITIONAL INFORMATION
Throughout the Trust it is our practice to vary the specific responsibilities in line with the needs of the Trust. This will be carried out in consultation with the post holder.  

This is an outline job description only and the post holder will be expected to comply with any reasonable request from a manager to undertake commensurate work of a similar level, or any lesser duties, that are not specified in this Job Description. 
The aim of the job description is to indicate the general purpose and level of responsibility of the post. Please be aware that duties may vary from time to time without changing their character or general level of responsibility. Duties may be subject to periodic review by the Chief Executive Officer or nominated representative (in consultation with the post holder) to reflect the changing needs of the Trust.

Signed: …………………………………………..   Date: ……………………………………


Post Holder
One copy to be retained by member of staff and one kept on the employee’s file. 
Ambitions Academies Trust Is Committed To Providing A Safe, Supportive And Stimulating Environment For All Its Pupils Following Keeping Children Safe in Education Guidelines. This Post is Exempt from the Rehabilitation of Offenders Act 1974

Outstanding Achievement for All
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