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	Herschel Grammar/Beechwood School
Job Description – Pastoral Support and School Transport Coordinator


	Responsible to:                 
	Assistant Headteacher (Pastoral)

	Main purpose of the job

	[bookmark: _Hlk70059646] To support all Heads of Year and Assistant Headteacher (Pastoral) in ensuring high standards of pastoral care, pupil achievement, attendance, punctuality and behaviour. Coordinate the school transport function. 

	Key Responsibilities

	Pastoral Support (Year 7-13)
· Provide effective support to the Heads of Year in dealing with significant pastoral, behavioural, disciplinary or academic issues
· Provide administrative and organisational support to the Heads of Year including the production of letters or other documentation, filing and making/ receiving telephone calls
· Assist with collation of information required for emergency evacuation procedures.
· Arranging parental meetings for Heads of Year and Assistant Headteacher (Pastoral) as required
· Set up uniform reports and monitor completion 
· Respond proactively to day-to-day student issues
· Work with Heads of Year and subject teachers to organise intervention work for pupils who are internally suspended or collate work for those pupils absent owing to illness
· Liaise with the Additional Needs Co-Ordinator as required
· Where appropriate, meet with parents to resolve minor issues
· Liaise with Assistant Headteacher and Heads of Year to administer the reward system, including Presentation Afternoon and success assemblies
· Administrative support relating to Classcharts, dealing with queries and sharing achievement point reports
· Administration of the pupil planner in consultation with Assistant Headteacher (pastoral) 
· References and confirmation of attendance letters
· Assist with administration relating to the school House System

Communications
· Contacting parents with regard to attendance/ punctuality / uniform/ behaviour as required by Heads of Year
· Send parentmails relating to events in the calendar or pastoral matters
· Send messages to pupils via Year Team groups on MS Teams

Sixth Form
· Provide supervision for students in independent study periods
· Build effective relationships with Sixth Form students
· Provide guidance to students on effective study skills
· Mentoring of students
· Monitor students’ attendance and behaviour, reporting issues and concerns promptly to the Heads of Year 12/13
· Support with Careers Information Advice and Guidance
· Maintaining files on Sixth Form students
· Administration relating to reference requests for Sixth Form students/ex-students
· Administrative support for Sixth Form Presentation Evening and Student of the Term

School Transport
· Liaison with external providers of school coaches
· Troubleshooting problems with the buses with parents/drivers/students
· Contacting parents regarding behaviour on the coaches
· Oversight of the car share system for new pupils

Other duties
· Replying regularly to emails both internal and external
· Maintain pupil records in the paper filing system
· Upload pastoral information to CPOMS, our record-keeping system
· Deal with telephone calls
· Organisation of the online second-hand uniform store, assisting with in-school uniform sales
· Support at school events including Open Evening and Sixth Form Open Evening
· Administrative support with delivery of the school’s Duke of Edinburgh programme including monitoring of pupil-supplied evidence and printing of certificates

General
· General assistance with office duties as and when required
· Any other reasonable tasks as directed by the Line Manager
· Represent the school in a manner consistent with its ethos and values

	Confidentiality

	During the course of your employment you may see, hear or have access to, information on matters of a confidential nature relating to the work of Herschel Grammar/Beechwood Schools or to the health and personal affairs of students and staff.  Under no circumstances should such information be divulged or passed on to any unauthorised person or organisation.  

	Data Protection

	During the course of your employment, you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 2018 (DPA 2018).

	Safeguarding Children

	In accordance with the school’s commitment to follow and adhere to the Department for Education’s guidance entitled “Working together to Safeguard Children” and “Keeping Children Safe in Education”, updated annually in September and all other relevant guidance and legislation in respect of safeguarding children, you are required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people in the school. You will also be required to have satisfactory Enhanced DBS clearance.

	Health and Safety

	You are required to comply with the school’s Health and Safety policy at all times.
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