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CITY of SHEFFIELD

JOB DESCRIPTION



	DIRECTORATE
	CHILDREN AND YOUNG PEOPLES’ DIRECTORATE

	SERVICE AREA
	KING EDWARD VII SCHOOL

	POST TITLE


	Pastoral Manager – Post 16

	ROLE PROFILE
	

	SALARY RANGE


	Grade 5 Points 15-20

	RESPONSIBLE TO


	Assistant Headteacher with responsibility for Post 16

	RESPONSIBLE FOR
	N/A

	HOLIDAY AND SICKNESS RELIEF
	 Other Pastoral Managers

	PURPOSE OF JOB
	To engage with students, supporting them to overcome barriers to learning thereby enabling them to achieve their full learning and social skills potential, particularly those requiring extra and extended support (e.g. with safeguarding concerns).  This will involve working with families and external agencies. 
To support staff through information, advice and specialist support. 



	JOB DESCRIPTION FOR POST OF:- Pastoral Manager 

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

SUPPORT FOR STUDENTS

Relationships and Personal Development

· Promoting students’ emotional, social and behavioural well-being at School and in out of class activities, based on clearly expressed and understood expectations of the students, with the use of learning / behaviour agreements and contracts as appropriate.   

· Providing individual and group support for students – to develop self-confidence and self-esteem and to promote positive attitudes to learning

· Preparing students for their integration/reintegration into the mainstream learning environment, including the development of social skills through 1:1 and group support work

· Leading on the home-carer -School links where appropriate and agreed, including phone calls, letters, meetings and home visits

· Utilising the support of external agencies and the local community where appropriate and agreed

· Providing moral guidance, acting as a role model and mentor 

· Mediating between students and staff where relationships have broken down

· Mediating between students where relationships and friendships have broken down

· Building the parent-School relationship

· Managing and embedding the School’s Consistent Conduct Policy to encourage and reward good behaviour
· Provide safeguarding support, interventions and guidance when required by students

· Using CPOMS to record and monitor safeguarding concerns

· Facilitating meetings and overseeing the completion of relevant documentation

· Providing support and cover for pastoral teams as required for any safeguarding matters
· Monitoring the progress, attendance and achievement of vulnerable students and providing additional support to pastoral teams in this regard


Achievement

· Supporting targeted individuals or groups of students to ensure that barriers to achievement are overcome as far as possible

· Take the lead role in supporting curriculum leaders, teaching staff and form teachers in reinforcing and implementing rewards systems

· Planning, organising and monitoring a range of events and alternative learning activities – e.g. leavers’ ball, 

· Organising events to celebrate student achievement e.g. reward assemblies
· Supporting targeted individuals or groups of students to ensure that barriers to achievement are overcome as far as possible

· In conjunction with Post 16 Raising Achievement Leaders, compile summative comments on reports and reviews in relation to Children Looked After (CLA) and the senior learning mentor – CLA and Safeguarding
Behaviour

· To take a lead role in the development and management of student behaviour strategies in discussion with Post 16 Leaders and the relevant Assistant Head

· Undertake isolation room duties as required

· Provide support for students and parents/carers following behaviour issues including return from internal isolation or fixed-term suspension
· Support disengaged students’ access to learning using appropriate strategies, resources etc

· In conjunction with the Post 16 Leaders manage the Consistent Conduct Policy e.g. logging information
· Taking a role in managing sanctions related to poor punctuality for designated students 
· Develop and maintain procedures for identifying persistent offenders and identify escalating intervention strategies

· Working with students, staff, parents/carers and other agencies as appropriate 

· To act as the “on-call” person as required


Student Welfare

· Identifying students at risk and liaise with the appropriate staff and agencies e.g. Early Help Assessment (EHA) referrals, Multi-agency Confirmation Form (MCAF)
· Supporting students in transition from Key Stage 4 to Post 16

· Responding promptly to urgent cases, referred by colleagues and developing strategies as appropriate to meet the needs of individuals
· Liaising with external agencies as appropriate, developing strategies as appropriate.

· Developing and managing a system of working proactively with vulnerable and disengaged Students
· Arranging and developing 1:1 mentoring with identified students

· Provide support for distressed students, liaising with other lead professionals in-house to meet the diverse needs. 

· Peer support groups and peer mentors
· Contribute to raising awareness, both in students and staff, of behavioural issues, organising peer support groups and peer mentors
· Contribute to the health and safety of students and other staff in accordance with Health and Safety regulations and School Policy

· Liaising with SENCO to identify and support any student who may have additional educational needs
· In conjunction with Post 16 Leaders, meeting with new student admissions and their families where appropriate to the role

· Liaising with curriculum leaders to coordinate student’s timetable, supporting the new student during their transition period
· Consult with the designated teacher for Children Looked After and the senior learning mentor – CLA and Safeguarding 


Attendance

· In conjunction with Post 16 Leaders, lead and manage a system of monitoring and promoting student attendance, organising attendance interviews and providing reports when required
· In conjunction with Post 16 Leaders develop attendance strategies and incentives across the School including spot checks, daily check of absentees, follow up of all missing marks, telephone calls home 
· Liaise with external agencies to develop and manage appropriate systems to improve attendance and punctuality
Communication
· Be a champion, advocate and voice for students, valuing their opinion and involvement in School activities and improvements
· Acting as a key link between students and staff

· Conducting interviews and meetings under the Consistent Conduct Policy if required

· Developing and managing effective channels of communication between students and all stakeholders, keeping all informed of issues and action taken by the pastoral team
· Providing an advice help-line for parents / carers during School hours

· Providing information regarding out of term time support for students on an individual basis as agreed between the pastoral team and the student

Support for School and Post 16 Team
· Attending strategy meetings in School and with external agencies about individuals and groups, providing accurate up to date information as required for these meetings to run effectively

· Attendance at pastoral leaders and pastoral team meetings
· Contributing to working together as a team, enabling support for other team members with workload planning and coordinating cross year group support 
· Participating in cross-site liaison with pastoral staff to enable successful transition between all key stages

· Promoting sharing of best practice and development of lead personnel in key areas

· Participating in training and other learning activities and performance development as identified through line management and performance management activities

· Establish constructive relationships with other agencies and professionals.

· Contribute to induction, training and mentoring of other support staff

· Support whole year group assemblies in conjunction with the Post 16 Leaders
· Supporting students’ Post 18 progression e.g. support with outreach activities from Post 18 providers, advising individuals about UCAS applications and signposting to other agencies 

· Supporting UCAS Early Applicant programme

· Sharing information with colleagues at morning briefing as necessary

· Carrying out lunchtime, bus, break duties and other necessary duties
· Reporting child protection issues to Designated Safeguarding Leads, and provide students with support during and following safeguarding issues
· Assist with documentation for students e.g. in safeguarding meetings
The job description is neither prescriptive nor exhaustive but is intended to reflect the level and nature of the tasks required. Additional tasks may be added following negotiations between the postholder and relevant manager.

May 2025
Person Specification – Pastoral Manager

	Essential (E) and Desirable (D)


	Method of Assessment

	Skills /Abilities / Knowledge/ Attitudes
	

	Ability to relate well to children and adults (E)
	Interview

	Clear understanding of professional standards in the workplace (E)
	Interview, application

	Understanding of how young people develop and learn (E)
	Interview

	Ability to understand own learning needs and willingness to seek learning opportunities (D)
	Interview

	Ability to work constructively in a team taking account of the roles and responsibilities of others (E)
	Interview

	Working knowledge of the National Curriculum and other relevant learning programmes (D)
	Interview, application

	Working knowledge of policies (D) and awareness of relevant legislation (D)


	Interview

	Ability to use of ICT effectively to manage information and support learning (E)
	Interview, application



	Very good written, listening  and oral communication skills (E)


	Application, Interview

	Ability to plan, implement and evaluate learning and other activities (D)


	Interview

	Ability to take initiative when required (E)


	Interview

	Ability to manage the behaviour of students effectively (E)


	Interview

	Understanding of the very wide range of learning needs of students and the factors that impact on learning (E)
	Application, Interview



	A positive attitude to working in a diverse and inclusive learning community (E)
	Application, Interview

	A caring positive attitude towards students’ welfare (E)
	Application, Interview

	An awareness of special educational needs that may affect students’ ability to learn (E)
	Application, Interview

	Understanding of confidentiality  (E)
	Interview

	High level organisational skills  (E)
	Application, Interview

	Understanding of data and willingness to learn how to apply data (D)
	Application, Interview

	Resilience, energy and the commitment to sustain high quality work under pressure (E)
	Interview

	A sense of humour and proportion (E)
	Interview

	Experience, qualifications, training
	

	Level 3 or equivalent qualification (E)
	Application 

	Experience of working with young people of secondary school age (E)
	Application 

	Training in the relevant strategies e.g. special needs support, pastoral care (D)
	Application 

	Experience of assessment (D)
	Application 

	Appropriate first aid training (D)


	Application 

	High quality safeguarding experience (E) 
	Application, interview
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