
[image: image1.jpg]



JOB DESCRIPTION

	Job Title:
Pastoral and Enrichment Leader   
Sector / Section: 
Student Experience 
Grade:                                     To be added

Directly responsible to:
Wellbeing and Pastoral Manager 
Directly responsible for: 
Learning and Development Mentors and Enrichment Officer



	PURPOSE OF JOB:

To provide an excellent pastoral and tutorial experience through the design and development of high quality resources and delivery strategies for the Personal Development, Behaviour and Attitudes and Wellbeing agendas, meeting the relevant outstanding aspects of the Education Inspection Framework for all learners.
To lead and manage the Learning Development Mentors to ensure consistency and excellence in the delivery of the College’s Behaviour for Success strategy.
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.
To lead the delivery and organisation of the cross college enrichment, volunteering opportunities and learner voice strategies via a planned calendar of events and through the management of the Enrichment Officer. 




	Main Responsibilties and Duties : 
1. Support the Wellbeing and Pastoral Manager in leading the Learning and Development Mentors and Enrichment Officer. 
2. Monitor and drive Learning and Development Mentor performance in the quality and timeliness of:
· setting, reviewing and updating learner Individual Learning Plans (ILPs)

· completion of one-to-ones with learners, according to the college schedule 

· setting and monitoring of meaningful SMART targets 

· tracking of learner progress in tutorial curriculum 
· managing learner attendance and behaviour in accordance with college policies 

· implementing timely support for those learners who are at risk 

· supporting learner progression and achievement 
3. Monitor and drive Enrichment Officer performance in the quality and timeliness of:
· planning, promoting and delivering a planned calendar of enrichment, volunteering and learner voice events
· providing accurate data for enrichment activities, including registers and student feedback
4. Provide robust, timely data summarising enrichment activities. 
5. Provide regular training to the Learning and Development Mentors and Enrichment Officer on the College systems that support the learner journey.
6. Conduct Learning and Development Mentors and Enrichment Officer appraisals including those in probationary perio and monitor any targets set. 
7. Support and conduct tutorial observations (OTLA). 
8. Monitor and record Learning and Development Mentor and Enrichment Officer sickness absence and complete return to work meetings. 
9. Establish a cover schedule to ensure continued service during Learning and Development Mentor absence.
10. Provide supervision to maintain the wellbeing of Learning Development Mentors who are affected by learner issues.
11. Continutously develop the tutorial curriculum differentiated by level, curriculum, context and year.
12. Create resources, schemes of work and Moodle courses for the everchanging personal development agendas to meet the demands of the Education Inspection Framework and needs of all learners (16-18, 19+ and Apprentices).
13. Work in partnership with college departments and external agencies to provide a wrap-around approach to the needs and issues of young learners at risk. 
14. Attend cross college support meetings for learners at risk.
15. Attend other cross college meetings that involve the work of the Learning and Development Mentors and Enrichment Officer and share information in team meetings.
16. Support with any externally funded projects. 




	In carrying out his / her duties the appointee must

17. To actively promote the College’s Equality and Diversity Policy 
18. To keep data, and records and produce reports related to the work involved in enrichment
19. Any other duties commensurate with the skills, knowledge and experience of the post-holder as may be required from time to time.
20. 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.
21. 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.
22. 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.
23. 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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