JOB DESCRIPTION

	POST TITLE
	Pupil Centre Manager

	

	Purpose: 
	To be responsible for the effective daily operation of the Pupil Centre, ensuring a calm, orderly, and purposeful environment that supports high standards of behaviour, safeguarding, and learning.
The postholder will provide strategic and operational leadership for the Pupil Centre, including oversight of pupil reception, Learning Hub triage, Reflect & Reset (R&R) provision, and behaviour intervention systems. They will lead and manage staff, support vulnerable pupils, contribute to safeguarding arrangements as a Deputy Safeguarding Lead, and work closely with pastoral and senior leaders to improve outcomes for all pupils.
The role is pivotal in maintaining consistency, ensuring effective systems and processes, and fostering a culture of high expectations alongside strong pastoral support



	

	Reporting to:
	Acting Deputy Headteacher

	

	Liaising with:
	Pupils, Tutors, Heads of Year, Deputy Heads of Year, Curriculum Leaders, other teachers, support staff, SENCO and relevant non-teaching staff 

	

	Working Time:
	37 hours per week – term time only (39 + 1 week)
8.00 am - 4.00 pm Mon 8:00- 3.00pm, Tue 8.00 – 4.30pm, Wed– Thurs and 8.00 am -3.30pm Fri

	

	Salary/Grade:
	Salary: - HCC Grade E

	

	Disclosure level:
	Enhanced


Role Requirements
	Key Responsibilities
	

	Daily management of the Pupil Centre
	· Oversee the day-to-day running of the Pupil Centre, including pupil reception, Learning Hub triage, and the Reset Room.

· Ensure the environment is calm, structured, and conducive to learning and reflection.

· Monitor pupil movement within the centre to prevent unnecessary waiting or loitering.

· Ensure pupils are processed and moved on in a timely and efficient manner.
· Promote a culture of high expectations, accountability and consistency

	Line management and staff leadership
	· Act as line manager for all support staff working within the Pupil Centre and Reflection & Resolution (R&R).
· Act as line manager for the Welfare Officer.
· Provide clear direction, support, and professional challenge to ensure high standards of practice.

· Manage staff deployment to ensure effective coverage and smooth operation throughout the day.

· Contribute to staff development through coaching, feedback, and performance management.

	Behaviour systems and standards
	· Uphold and promote high standards of behaviour, conduct and attendance.
· Oversee R&R (Reflection and Resolution), ensuring consistent and appropriate use of this provision.

· Ensure behaviour systems and procedures are implemented accurately and consistently
·  Support pupils in reflecting on their behaviour and developing positive strategies for success. 

· Work collaboratively with pastoral and curriculum leaders to reduce barriers to learning.

	Learning Hub oversight
	· Monitor and maintain high expectations within the Learning Hub.

· Ensure that pupils are appropriately triaged and supported according to need.

· Work closely with relevant staff to ensure provision is purposeful and effective.

	On-call and Deputy Head of Year support
	· Ensure Deputy Heads of Year are completing on-call duties to a high standard.

· Monitor the efficiency and effectiveness of on-call responses.

· Support improvements in practice where necessary to ensure timely and appropriate interventions.

	Safeguarding responsibilities
	· Act as a Deputy Safeguarding Lead, supporting the Designated Safeguarding Lead in maintaining a strong safeguarding culture.

· Respond appropriately to safeguarding concerns, following school policies and procedures.

· Ensure that accurate, timely, and confidential records are maintained.

· Liaise effectively with parents, carers and external agencies where appropriate. 

· Promote the welfare, wellbeing and safety of all pupils.

	Pupil mentoring and support
	· Build positive relationships with pupils to support their behavioural and emotional development.

· Provide mentoring and targeted support for pupils requiring additional guidance.

· Support pupils’ emotional development, resilience and self-regulation. 

· Encourage positive engagement with learning and school life. 

· Facilitate restorative conversations and reintegration meetings where required

	Monitoring and Quality Assurance
	· Monitor the effectiveness of on-call systems and responses. 

· Ensure Deputy Heads of Year undertake on-call duties effectively and consistently. 

· Identify areas for improvement and implement strategies to strengthen practice. 

· Monitor pupil movement within the Pupil Centre to maximise efficiency and minimise disruption. 

· Ensure pupils are processed promptly and supported appropriately.

	Use of data and intervention
	·  Analyse behaviour, attendance and safeguarding data to identify trends and emerging needs. 

· Use data to inform targeted interventions and support plans. 

· Monitor the impact of interventions and adjust strategies accordingly. 

· Produce reports and information for senior leaders as required. 

· Support whole-school improvement through evidence-informed practice.

	Operational efficiency
	· Develop and maintain efficient systems and processes within the Pupil Centre. 

·  Ensure accurate record keeping and effective communication between teams. 

·  Contribute to the development of policies and procedures relating to behaviour, inclusion and safeguarding. 

· Identify opportunities to improve the effectiveness of provision. 

· Ensure compliance with statutory requirements and school policies.

	Corporate and statutory initiatives – equalities/health and safety/e-government/sustainability
	A range of health and safety responsibilities, including:

· Health and safety responsibility for self, children in an area which is a child centred environment

· Maintain an awareness of the College, national and statutory policies and requirements and apply these in the workplace

	Additional duties
	· To play a full part in the life of the College community, to support its distinctive mission and ethos and to encourage and ensure staff and pupils follow this example

· To continue personal development as agreed

· To engage actively in the performance review process

· Any other such duties as may reasonably be allocated by the Headteacher or Assistant Headteacher (Behaviour & Safety)
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.




	Essential Skills and Experience:
· Experience of working within a school or educational setting.

· Strong behaviour management skills and the ability to maintain high standards.

· Experience of managing or leading a team.

· Good understanding of safeguarding procedures.

· Excellent organisational and time-management skills.

· Ability to remain calm under pressure and make sound decisions quickly.

· Strong communication and interpersonal skills.

· Ability to analyse and use data to inform practice.
Desirable

· Experience working within a pastoral or behaviour support role.

· Experience as, or training towards, a safeguarding lead role.

· Understanding of school behaviour systems and inclusion practices.


	Key Attributes
· Assertive and confident in maintaining expectations.

· Highly organised and proactive.

· Solution-focused with strong problem-solving skills.

· Empathetic and committed to supporting pupils’ wellbeing and development.

· Committed to safeguarding and promoting the welfare of young people.
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