
 

 
 

 
JOB DESCRIPTION 

 
Job Title Assistant Head of House 

Salary Scale 
 Scale D/E 

Responsible to 
 AP Pastoral 

Working time 
 37 hours per week / term time plus one week 

  

1. Purpose and Scope 
 

The postholder is accountable to the Assistant Principal Pastoral and Pastoral Manager 
The postholder will provide pastoral and behavioural support and interventions for all pupils             
within the specified house to maximise their achievements and attainment across The            
Hewett Academy. 

Although duties involve the interpretation of recognised procedures and guidelines, post           
holders will be expected to use initiative and contribute to planning over the short and               
medium term.  

The work will involve responding independently to unexpected problems and situations .            
The post holder has access to a line manager for advice and guidance on unusual or difficult                 
problems. 

The post holder will be expected to undertake DSL training and be involved in supporting               
safeguarding of children within school 

  

2. Organisational Relationships 
 
● Responsible to Pastoral Manager 
● Liaison with a range of stakeholders including teachers, parents, students, 

governors, and other Inspiration staff. 
 

3. Principal Accountabilities or Activities 
 

● To liaise with parents/carers, staff, students and other stakeholders as needed in a 
timely and professional manner in relation to all aspects of students’ pastoral care. 

● To ensure students feel safe in school and follow school safeguarding policies and 
processes required. 

● To have a visible presence around school and in tutor groups at tutor time where and 
when possible to reinforce school expectations and standards, including uniform, 
equipment and punctuality. 

 



 

● To support the Form tutors in tracking attendance and ensure that pupils attendance 
is alway improving and exceeding expectations. 

● To support House and Year assemblies as required and develop a House ethos. 
● To respond appropriately to all disclosures or concerns that relate to the well being or 

safety of a child 
 
Pastoral Care 
To support the pastoral care and needs of students within the specified House 

● Follow up safeguarding issues 
● To support the Pastoral manager in managing and responding to safeguarding and 

welfare concerns 
● To attend meetings for reintegration, family support and with other agencies as 

appropriate 
● To guide students and parents through the safeguarding and family support process 

including hosting/organising meetings where appropriate 
● To ensure that all paperwork is secure, organised and stored appropriately 
● To work closely with external agencies to provide the best care and support for 

students  
● To make referrals for students regarding mental health concerns or concerns which 

may require counselling or meetings with health care professionals 
● To provide emotional support and understanding for students who have suffered a 

bereavement or traumatic event, making referrals where necessary 
● To advise pupils on various issues, including: substance abuse; sexual health; 

e-Safety.  Where appropriate make referrals to professional bodies 
● To undertake mentoring specific students as required 
● To support the designated teacher with Looked after children and where appropriate 

attend the review 
● To provide support for vulnerable groups, including LAC and Young Carers 
● To work with the SEND dept to produce suitable interventions to support students 

with SEND and additional need 
● To follow up parental/carer concerns, ensuring effective communication with other 

staff, students and parents/carers 
● To advise form tutors on dealing with pastoral concerns 
● To support the induction of new students especially mid-term arrivals 

 
Behaviour of Pupils 

● To be responsible for the consistent application of the behaviour for learning/rewards 
policy any other policies relating to student conduct & promote excellent standards of 
student behaviour 

● To support behaviour of students with the House through interventions and 
mentoring, and student coaching as necessary 

● To ensure effective communication with parents/carers by making ‘phone calls home, 
to engage parents/carers with the behaviour of their children and inform them of 
positive and negative behaviour. 

● To support the documentation and procedures for exclusions including referrals for 
managed moves where appropriate 

● Advise staff on behaviour issues and behavioural traits of individual students and 
inform staff of suitable strategies to manage student behaviours. 

● To support students in developing individual behaviour plans and disseminate these 
amongst staff 



 

● To support the school’s anti-bullying policy and procedures for dealing with bullying 
and conflict 

● To use the Class charts Welfare to record incidences of bullying and conflict 
● To support the on-call duty and detention system 
● Using Class charts monitor patterns of behaviour and lead on student behaviour 

reports within the specified House 
● To support the school’s rewards system and attend rewards assemblies where 

possible. 
● To promote equality amongst students and staff and record incidences of racism and 

homophobia 
 
Attendance and Punctuality 

● To be responsible for the consistent application of the Attendance policy and promote 
good attendance across the specified House though the rewards policy and displays 

● To support the Attendance team with communication with parents regarding low 
attendance and support the statutory process which applies when students are 
persistently absent 

● Liaise with the Attendance team regarding communication over attendance. 
● Support intervention to tackle students with attendance below the school target 

particularly those with -90%/P.A. 
● Liaise with Form tutors with the House on attendance figures and individual issues 

students have with punctuality and attendance 
● To undertake any other duties as may be required by the Principal or Assistant 

Principals. 
 
 
4. Person Specification 
 
 ESSENTIAL DESIRABLE 

Qualifications 
  

Good numeracy/literacy skills √  
Minimum GCSE English (grade C or above) or equivalent √  
First Aid training/training in specific medical 
procedures 

 √ 

Professional Experience and Knowledge 
  

Experience and understanding of working with students of 
Secondary age (11-18 years) 

√  

Experience of working with and supporting students with 
additional needs 

√  

Ability to evaluate student’s behaviour and understand a 
variety of techniques to de-escalate situations where 
students behave in challenging ways 
 

√  

Understanding classroom roles and responsibilities and own 
position within these 

 √ 

Basic understanding of child development and 
learning 

√  

Knowledge of relevant policies/codes of practice and 
awareness of legislation 

 √ 



 

General understanding of National Curriculum and 
other basic learning programmes 

√  

Understanding of barriers to learning that students encounter 
and appropriate responses to reduce these  

 √ 

Ability to relate well to students and adults 
√  

Work effectively independently and as part of a team √  
Willing to participate in development and training 
opportunities 

√  

Actively support the Academy’s Behaviour Policy √  
Self-motivated √  
Use of basic technology – photocopier, DVD/Video, 
Computer 

 √ 

Discreet √  

A good sense of humour 
 √ 

 
 

PERFORMANCE MANAGEMENT 
 
Participating in the Trust’s arrangements for performance management, professional         
development and the Trust’s arrangements for quality assurance and internal verification. 
 
 
 
CONTEXT 
All staff are part of the whole Trust team. Each individual is required to support the values                 
and ethos of the Trust and Trust priorities as defined in the Trust Improvement Plan. This                
will mean focusing on the needs of colleagues, parents and students and being flexible in a                
demanding environment. 
 
 
MISCELLANEOUS  
To undertake any further tasks which could be reasonably expected by the Trust. 
 
The Data Protection Act renders an individual liable for prosecution in the event of an               
unauthorised disclosure of information. 
 
The post is one that carries responsibility for the wellbeing and welfare of children and the                
post holder should be aware of this and the need to act accordingly.  
 
The Trust will endeavour to make any necessary reasonable adjustments to the job and the               
work environment to enable access to employment opportunities for disabled job applicants            
or continued employment for any employee who develops a disabling condition. 
 
It is a requirement of the post holder to make positive efforts to maintain his/her personal                
safety and that of others by taking reasonable care, carrying out requirements of the law and                
following recognised codes of practice. The post holder is also required to be aware of and                
comply with policies on health and safety. 
 



 

This is an Equal Opportunities post and is in accordance with the Trust’s Equal Opportunities               
Policy. 
This job description can be altered, with the agreement of the post holder and will be                
reviewed on an annual basis. It is not a comprehensive statement of procedures and task,               
but sets out the main expectations of the Trust in relation to the post holder’s professional                
responsibilities and duties. 
 
The Inspiration Trust is committed to protecting the welfare of children and young             
people. Due to the nature of this role, it will be necessary for the appropriate level of                 
DBS (Disclosure & Barring Service) to be undertaken. It is essential you disclose             
whether you have any pending charges, convictions, bind-overs or cautions and if so,             
for which offences. This post will be exempt from the provisions of Section 4, (2), of                
the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.         
Therefore, you are not entitled to withhold information about convictions which for            
other purposes are “spent” under the provisions of the Act. Any failure to disclose              
such convictions will result in dismissal or disciplinary action by the Trust.  
 
 
 
 
Name…………………………………………………. 
 
 
 
Signed……………………………………………….. 


