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JOB DESCRIPTION

	Job Title:
Pastoral and Wellbeing Manager
Sector / Section: 
Student Experience 
Grade:                                     MS 752-757
Directly responsible to:
Student Experience Manager 
Directly responsible for: 
Pastoral and Enrichment Leader 



	PURPOSE OF JOB:

To lead and manage the Pastoral and Enrichment Leader, Wellbeing Mentors, and Counsellors to ensure all learners receive outstanding pastoral support. 

To actively promote and drive a learner centred culture throughout the college.

To take a supportive role within the Student Experience management team by contributing to the development and delivery of the departmental strategy and the wider College wellbeing strategy and vision.

To oversee the pastoral and tutorial experience by ensuring resources and delivery strategies for the Personal Development, Behaviour and Attitudes and Wellbeing agendas to meet the demands of the Education Inspection Framework and needs of all learners. 
To work in partnership with college departments and external agencies to meet the College’s high standards and expectations in ensuring a wrap-around approach to the needs and issues of learners at risk.
Work with the Executive Director of Human Resources as required to support the College’s wellbeing for learning and life strategy.




	Main Responsibilities and Duties : 
1. Lead and manage the Pastoral and Enrichment Leader, Wellbeing Mentors, and Counsellors to ensure all learners receive outstanding pastoral support. 
2. Support the implementation of the Student Experience strategy and operational activities across the learner journey ensuring they are appropriate to meet the needs of the business. 

3. Support the delivery of a highly effective pastoral services which meet the needs of learners and ensures outstanding levels of attendance, retention and positive progression, ensuring that the service is delivered in a sensitive way which is highly focussed on the learners’ needs.

4. Monitor, review and develop new systems and procedures if appropriate for learners wishing to engage with wellbeing and pastoral services including but not limited to systems for monitoring levels of engagement and statistical data regarding the wellbeing services provided at the college. 

5. Produce monthly reports for the Student Experience Manager and other senior colleagues identifying the demand for each pastoral sand wellbeing service, the number of appointments delivered, inclusive learning requirements and other relevant data which will be used for official returns.  
6. Obtain feedback from all service users and providers and produce reports on the impact the service is having in relation to learner wellbeing. To assess data you have collected and from other sources to make recommendations for service improvements.
7. Support the delivery of appropriate mechanisms to facilitate and manage the access to support of ‘specialist’ client groups e.g. Looked after Children (LAC), Care Leavers, Vulnerable learners.

8. Support the monitoring of the impact of support for vulnerable ‘at risk’ students, including PEPs and LAC / Care Leaver reviews, monitor LAC caseloads and high-risk learners. 
9. Adhere to the College’s safeguarding principles and implement safeguarding procedures and associated processes as required. 

10. Analyse and take ownership of and resolve the problems presented by learners and when necessary refer them to third parties either within, or external to the college.  

11. Oversee the pastoral and tutorial experience by ensuring resources and delivery strategies for the Personal Development, Behaviour and Attitudes and Wellbeing agendas to meet the demands of the Education Inspection Framework and needs of all learners.

12. Support the delivery of the college enrichment strategy through a planned calendar of enrichment and events which raise awareness of vulnerable learner initiatives and opportunities to widen participation, increase social mobility and raise aspirations. 

13. Support the delivery of the college learner voice strategy providing a strong and vibrant college community which improves the student experience and embraces diversity and inclusion.

14. Provide regular training to the Pastoral and Enrichment Leader, Wellbeing Mentors, and Counsellors on the college systems that support the learner journey.

15. Conduct Pastoral and Enrichment Leader, Wellbeing Mentors, and Counsellors appraisals including those in probationary period and monitor any targets set. 

16. Support and conduct tutorial observations.
17. Monitor and record Pastoral and Enrichment Leader, Wellbeing Mentors, and Counsellors sickness absence and complete return to work meetings. 

18. Oversee the operational aspect of Parent Portal. 



	19. Support with any externally funded projects.

20. Lead cross college support meetings for learners at risk.

21. Lead and actively contribute strategies to improve learner experience as part of the college’s Wellbeing For Learning and Life Steering Group meetings.

22. Assist in the identification of opportunities to improve the quality of services provided and achieve a programme of continuous improvement. 

23. Proactively work with staff, learners and stakeholders to identify continuous improvements to services, systems and processes.



	In carrying out his / her duties the appointee must

To actively promote the College’s Equality and Diversity Policy 
To keep data, and records and produce reports related to the work involved in student liaison 
Any other duties commensurate with the skills, knowledge and experience of the post-holder as  

may be required from time to time.
The post-holder may be required in the pursuance of their duties to perform services not only for the Corporation but also for any subsidiary.
The post-holder is expected to work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Corporation.
The post-holder will be expected to comply with any rules and regulations which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.
In carrying out their duties the appointee must be fully aware of and comply with:
· College Health and Safety Policy and Regulations

· Equality and Diversity Policy

· Safeguarding Children and Adults At Risk Policies



	PHYSICAL CONDITIONS

Place of Work

The principal place of work for this post will be the Corporation’s premises at the Deane Road Campus.  However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provide services or at other locations, mainly in the Bolton area when required.
Working Hours

The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities with a minimum of 37 hours per week.  Your pattern of work will need to be flexible and will may vary from time to time.  The post holder may from time to time be required to work on a Saturday or Sunday, in which case time off in lieu will be given during the normal working week.  




	Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed.  The Corporation reserves the right to extend the probationary period, if, its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving one month written notice.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

Appraisal

The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.  

In the interests of health and safety, smoking is not permitted in Bolton College.
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