Aylesford School
Job Description – Pastoral Support Manager (Years 8 & 9)
Job Details
Job Title: Pastoral Support Manager – Years 8 & 9
Responsible to: Headteacher/ Deputy Headteacher
Key Relationships: Progress Leaders, Progress Tutors, Safeguarding Team, SEND Team, Attendance Team, Teaching Staff, Parents/Carers and External Agencies
Contract: Term Time Only
Hours/Grade: 37 hours per week, KS?

Job Purpose
The Pastoral Support Manager will play a key role in supporting the pastoral care, wellbeing, behaviour, attendance and personal development of students in Years 8 and 9.
Working closely with Progress Leaders and the wider pastoral team, the postholder will provide proactive and responsive support to students, helping to remove barriers to learning and ensuring that students are able to engage positively with school life.
The Pastoral Support Manager will be a highly visible and approachable presence around the school and will build strong, professional relationships with students, families and colleagues. They will contribute to a culture of high expectations, excellent behaviour and inclusion, ensuring that concerns are identified early and appropriate support and intervention are put in place.

Key Responsibilities
Pastoral Support and Student Wellbeing
· Provide day-to-day pastoral support for students in Years 8 and 9, responding appropriately to concerns relating to wellbeing, behaviour, relationships and engagement with school.
· Develop positive and professional relationships with students, establishing a visible and approachable presence within the school.
· Act as a key point of contact for identified students requiring additional pastoral support.
· Provide individual and small-group interventions to help students develop resilience, confidence, emotional regulation, positive relationships and appropriate behaviours.
· Support students experiencing difficulties that may affect their learning, attendance or engagement with school.
· Identify emerging pastoral concerns and ensure appropriate interventions are implemented at an early stage.
· Work with students to establish clear targets and action plans, regularly reviewing progress and adapting support where necessary.
· Support students through difficult situations and periods of transition, including reintegration following absence, suspension or other significant events.
· Promote students’ personal development and encourage positive participation in the wider life of the school.
Behaviour and Attitudes
· Support the implementation of the school’s behaviour policy consistently and fairly.
· Work proactively with students whose behaviour is causing concern, helping them understand expectations and develop strategies to improve.
· Respond to incidents of poor behaviour and support appropriate follow-up, restorative conversations and interventions.
· Support Progress Leaders and senior staff with investigations into pastoral and behavioural incidents where required.
· Provide a visible presence during lessons, transitions, social times and other key points during the school day.
· Support students who have been removed from lessons or require additional pastoral intervention.
· Monitor patterns and trends in behaviour and work with colleagues to identify appropriate interventions.
· Support reintegration meetings and plans following suspensions or periods of internal isolation.
· Recognise and celebrate improvements, achievements and positive contributions made by students.
Attendance and Engagement
· Work closely with the Attendance Team and Progress Leaders to improve attendance and punctuality for identified students.
· Monitor attendance and punctuality information for Years 8 and 9 and identify students requiring pastoral intervention.
· Engage with students and families to understand barriers to attendance and support strategies to improve engagement with school.
· Contribute to attendance meetings, action plans and reintegration programmes where appropriate.
· Promote the importance of excellent attendance and punctuality with students and families.
· Support students returning to school following periods of extended or persistent absence.
Working with Parents and Carers
· Establish constructive and professional relationships with parents and carers.
· Communicate regularly with families regarding pastoral, behavioural and attendance concerns.
· Contact parents/carers following incidents or where additional support is required.
· Arrange and participate in meetings with parents/carers, students and relevant school staff.
· Work collaboratively with families to identify barriers and agree strategies for improving a student’s engagement, behaviour, attendance or wellbeing.
· Maintain clear and accurate records of communication and agreed actions.
Safeguarding and Child Protection
· Promote and safeguard the welfare of children and young people at all times.
· Be alert to indicators that a student may be experiencing harm, abuse, neglect, exploitation or other safeguarding concerns.
· Report safeguarding concerns promptly and in accordance with the school’s safeguarding and child protection procedures.
· Maintain accurate and timely safeguarding records using the school’s designated recording system.
· Work closely with the Designated Safeguarding Lead and safeguarding team where students require additional support.
· Attend safeguarding, Early Help and multi-agency meetings where appropriate.
· Contribute to assessments, referrals and support plans as directed by the safeguarding team.
· Maintain appropriate professional boundaries and confidentiality at all times.
Multi-Agency and Internal Working
· Work collaboratively with Progress Leaders, Progress Tutors, SEND, safeguarding, attendance and teaching staff to provide coordinated support for students.
· Liaise appropriately with external professionals and agencies supporting students and their families.
· Attend relevant pastoral meetings and contribute effectively to discussions about individual students and wider year-group priorities.
· Support the development and implementation of individual student support plans.
· Share relevant information appropriately to ensure colleagues are able to support students effectively.
· Contribute to transition arrangements and the effective sharing of pastoral information.
Monitoring and Record Keeping
· Maintain accurate, professional and timely records of pastoral interventions, meetings, incidents and communication with families.
· Monitor the impact of pastoral interventions and provide updates to Progress Leaders and senior leaders.
· Use school information and data systems effectively to identify patterns in behaviour, attendance and pastoral concerns.
· Ensure information is handled confidentially and in accordance with data protection requirements and school policies.
· Provide reports and information relating to students or year groups when requested.

Wider Responsibilities
The postholder will:
· Support the school’s ethos, values and commitment to high expectations for all students.
· Promote equality, diversity, inclusion and respect throughout the school community.
· Contribute positively to the wider pastoral life of Aylesford School.
· Attend relevant meetings, training and professional development activities.
· Participate in school events, parents’ evenings and other activities appropriate to the role.
· Maintain a professional, calm and solution-focused approach when dealing with challenging situations.
· Work flexibly as part of the wider pastoral team, providing support beyond Years 8 and 9 where operationally necessary.
· Undertake any other duties that are reasonably commensurate with the level and nature of the post.

Person Specification
Qualifications and Experience
Essential
· A good standard of general education, including English and Mathematics.
· Experience of working effectively with children and/or young people.
· Experience of supporting individuals experiencing behavioural, emotional, social or pastoral difficulties.
· Experience of working collaboratively with colleagues and other professionals.
· Experience of communicating effectively with parents/carers or families.
· An understanding of safeguarding and child protection responsibilities within an educational setting.
Desirable
· Experience of working within a secondary school.
· Experience of working in a pastoral, behaviour, attendance, safeguarding or student-support role.
· Relevant qualification in education, youth work, counselling, mentoring, pastoral support or a related area.
· Experience of working with external agencies or contributing to multi-agency support.
· Experience of delivering individual or small-group interventions.
· Knowledge of school management information and safeguarding recording systems.
Knowledge and Skills
The successful candidate will be able to:
· Build positive and professional relationships with young people while maintaining appropriate boundaries.
· Communicate confidently and sensitively with students, parents/carers and colleagues.
· Manage challenging conversations and situations calmly and professionally.
· Demonstrate a firm but supportive approach to behaviour and student expectations.
· Identify barriers to learning and contribute to effective strategies for overcoming them.
· Prioritise a varied and demanding workload effectively.
· Maintain accurate and confidential records.
· Work effectively both independently and as part of a team.
· Use initiative and make appropriate decisions within the boundaries of the role.
· Demonstrate good organisational, administrative and IT skills.
· Understand the importance of confidentiality, safeguarding and information sharing.
Personal Qualities
The successful candidate will:
· Have high expectations for the behaviour, attendance and achievement of all students.
· Be approachable, resilient, patient and empathetic.
· Demonstrate excellent professional judgement.
· Be calm and confident when responding to challenging behaviour or difficult circumstances.
· Be reliable, organised and able to follow through on agreed actions.
· Demonstrate integrity and maintain appropriate confidentiality.
· Be committed to inclusion and ensuring that every student has the opportunity to succeed.
· Be able to establish positive relationships while maintaining clear professional boundaries.
· Demonstrate a commitment to the ethos and values of Aylesford School and Character Education Trust.
· Be committed to ongoing professional development.

Safeguarding
Aylesford School and Character Education Trust are committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment and to act in accordance with the school’s safeguarding and child protection policies and procedures.
The successful candidate will be required to undertake the appropriate pre-employment checks, including an enhanced Disclosure and Barring Service (DBS) check and other checks required as part of safer recruitment procedures.

Equal Opportunities
Character Education Trust is committed to equality of opportunity and to creating an inclusive working environment. We welcome applications from suitably qualified candidates from all backgrounds and expect all employees to promote equality, diversity and inclusion in their work.

This job description outlines the main duties and responsibilities of the post. It is not intended to be an exhaustive list and may be reviewed and amended from time to time, following consultation with the postholder, to reflect the changing needs of the school.

