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Welcome 
Dear Applicant, 

Thank you for considering making an application to our Trust for the role of 

Head of Pastoral and Behaviour.  As an employee at the Trust, you will be 

part of a team united with the single vision of improving pupils’ life-

chances. Across all four sites and the head office, our employees work     

cohesively to achieve the Trust’s aims and objectives. The Trust operates as 

a single entity rather than four separate schools, and everyone has a voice. 

Our all inclusive attitude to our pupils extends to our employees, and we 

value every member of our staff. When you join the Trust, you don’t just 

take on a new job, you join a family.  You will join the Trust as part of our 

management team, where you will be able to contribute to the strategic 

direction of the organisation.  This is a unique opportunity to take on a role 

where you are making a real difference to some of the most disadvantaged 

children in Norfolk.  You will leave work each day knowing that you have 

personally contributed to improving the futures of the next generation.       

I look forward to welcoming you to the Trust. 

Yours, 

Christina Kenna 

Chief Executive Officer 

 



About the Role 
 

Job Title: Head of Pastoral & Behaviour 

Job Type: Full time, permanent  

Reports to: Head of Quality Assurance (Inclusion) 

Remuneration: £30,000 - £35,0000 

Commencement Date: 1 September 2021 

 

Benefits: 

30 days holiday (inclusive of bank holidays).  Employer contributions and 

access to a Local Government Pension Scheme.  Flexible working and home 

working opportunities possible.  Access to other benefits available from 

time to time (e.g. cycle to work, discount gym membership, employee     

assistance programme with counselling) 



Job Description (Page 1 of 3) 
Under the instruction of the Head of Quality Assurance (Inclusion) the post holder will work with the 

Headteachers, Inclusion Team and other school staff, parents, pupils and outside agencies to ensure the 

safeguarding, behaviour and welfare of pupils across the Trust. 

This is a Trust based role and will require the post holder to move between Trust sites as well as an     

element of working from home. 

All posts are subject to a probationary period of at least six months.  

Responsibilities 

Principal Accountabilities 
 
• To lead on Safeguarding across The HEART Education Trust under the direction of the Head of 

Quality Assurance (Inclusion) 

• To safeguard the wellbeing and safety of pupils across The HEART Education Trust 

• Act as a support to staff on safeguarding matters and keeping staff aware of child protection pro-
cedures 

• Establish and maintain effective links with the Local Safeguarding Partnership and the LADO 

• Keeping the Head of Quality Assurance (Inclusion), the Headteachers, Safeguarding Trustee and 
Deputy DSLs informed of any changes or requirements to Safeguarding Statutory Guidance and 
requirements 

• To deliver Safeguarding training to staff across the HEART Education Trust 

• To prepare, gather evidence and write reports for all Child in Need and Child Protection Meetings 
for all pupils across The HEART Education Trust 

• To attend all Child in Need and Child Protection Meetings for all pupils across the HEART Educa-
tion Trust 

• To liaise with Headteachers and Designated Safeguarding Leads to share and disseminate infor-
mation and concerns and to identify and implement next steps 

• Liaise with social workers for all Child Protection and Child in Need children 

• Complete regular safeguarding dip tests and make recommendations to ensure best practice 
across the Trust 
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Management and Leadership 
 

• To line manage and be responsible for the performance management of the Trust Attendance 
Officer and the Trust Family Support Process Officer 

• To ensure that The HEART Education Trust Behaviour Policy is embedded and followed in all 
schools in The HEART Education Trust 

• Monitoring pupil conduct and behaviour throughout The HEART Education Trust; 

• Supporting Headteachers and Pastoral Assistants to set appropriate expectations for staff and 
pupils in relation to standards of pupil’s behaviour and conduct, establishing clear targets for im-
proving and sustaining pupils’ behaviour and welfare 

• To line manage, provide support and training and performance manage the Pastoral Assistants 
across The HEART Education Trust (Headteachers will line manage the day to day minutae) 

• To hold regular meetings of the Pastoral Team for each school in the Trust to ensure a joined up 
approach 

• Work with individual Headteachers to address and rectify any ongoing  behavioural or pastoral 
issues within their schools 

• Carry out appropriate administrative duties as required by the Headteacher / Head of Pastoral & 
Behaviour/Head of Quality Assurance (Inclusion). 
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Personal Development 

• Undertake appropriate and regular training and development to maintain knowledge and improve 
practice; 

• Participate in regular performance management; 

• Complete all required training; 

• Demonstrate personal commitment to the Trust and the Trust’s vision, mission and strategic ob-
jectives. 

 

 

 

All work performed/duties undertaken must be carried out in accordance with the Trust’s policies and 
procedures, within legislation, and with regard to the needs of our stakeholders and the community we 
serve. 

 

Post holders will be expected to be flexible in their duties and carry out any other duties commensurate 
with the role, as requested by management. 

 

This job description is subject to regular review.  
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Qualifications: 

Essential 

• Good numeracy/literacy skills. 

• Appropriate qualifications to the importance and seniority of the role. 

• Experience of, or willingness to undertake further professional training or qualifications  

Desirable: 

• Has or is willing to complete relevant training / qualification (e.g. QTS, Social work) 

 

Knowledge & Experience: 

Essential 

• Experience of working within a school environment 

• A thorough knowledge of Safeguarding and the Statutory Requirements and Regulations referring 
to schools 

• Experience of undertaking a Safeguarding role in as school (e.g. DSL) 

• An understanding of Behavioural Principles relating to children  

Desirable: 

• Previous experience of Pastoral work 

• Leading a team of staff in a managerial role 

• Experience of working with primary age children and families 

• Knowledge of relevant policies and awareness of legislation; 
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Skills & Abilities: 

Essential 

• Good ICT skills   

• Ability to work in an organised and methodical manner 

• Ability to convey information clearly and accurately 

• Ability to maintain efficient record keeping systems  

• Ability to produce accurate and up-to-date records and reports as required 

• Ability to convey straightforward information, orally and in writing, to colleagues, pupils, parents 
etc 

• Ability to take personal responsibility for organising day to day targets 

• Ability to analyse information and to evaluate and implement effective plans in response 

• Ability to work effectively as part of a team 

• Ability to work in a discreet and sensitive manner and to maintain strict confidentiality  

 



Application Process 
Please complete the application form and return it to the HR Department by                

Friday 9 July 2021 at the following address: 

hr@thehearteducationtrust.co.uk 

 

Interviews: 

Interviews will be held the week commencing Monday 12 July 2021 

 

Safeguarding Checks: 

We are committed to safeguarding and promoting the welfare of children and the suc-

cessful candidate will be required to undertake full vetting, including an enhanced 

D.B.S. check.  Because of the nature of the work for which you are applying you are re-

quired to make disclosure of any criminal conviction. By virtue of the rehabilitation of 

Offenders Act 1974 (Exceptions) Order 1975 and the Rehabilitation of Offenders Act 

1974 (Exceptions) (Amendment) Order 1986 this post is exempt from provisions of Sec-

tion 4 (2) of the Rehabilitation of Offenders Act 1974. Applicants are, therefore, not en-

titled to withhold information about convictions which for other purposes are ‘spent’ 

under the provision of the Act, or of any bind-overs or cautions, and in the event of em-

ployment, any failure to disclose such convictions could result in dismissal or discipli-

nary action by the Trust Board.  

 



About the Trust 
The HEART Education Trust is a multi academy trust based in Norfolk, that was established in April 2013.  We 

currently consist of four primary academies.  Our mission is to improve the life-chances of children through 

education.  Everything we do is about improving the futures of the most disadvantaged children.  We believe 

in high quality, inclusive education that does not limit aspiration.  We constantly focus on personal develop-

ment, in order to grow children who are resilient, determined and confident.   We believe that education 

extends beyond the classroom, and teach our children to be independent and creative thinkers who are al-

ways curious.  We want our children to develop a lifetime passion for learning and self-awareness.  We aim to 

provide our children with a toolkit for metacognition and self-improvement that they can utilize in their adult 

life to build better futures for themselves.  Our children are the future, and regardless of their starting points 

in life, they will change the world.  We believe it is our role to prepare them for this responsibility by instilling 

within them a sense of social responsibility that will inspire them to build a more sustainable world for all.   

Our organisational values are: 

• High quality education for all 

• The inspiration and empowerment of personal growth  

• The promotion of social mobility and social diversity  

• A commitment to social responsibility 

 



The HEART Education Trust, a charitable company limited by guaran-

tee registered in England and Wales with company number 

08286818.  Registered office address: Heartsease Primary Academy, 

Rider Haggard Road, Norwich, Norfolk NR7 9UE. 


