
 
      

JOB DESCRIPTION 
 

Job Title:   Pastoral Lead (Short Courses)  

   

Location:   Sherborne International (Sherborne School)  

 

Reporting to: Assistant Bursar, Sherborne School (and working closely with the 

Short Course Planner and Academic Lead) 

 

Hours of Work: FIXED TERM ROLE on an initial 6-month contract, 1st March 2022 – 

31st August 2022. 

37.5 hours per week. Hours of work are likely to be 8.30am – 5.00pm 

Monday to Friday, less an hour for lunch, but flexibility in hours will 

be required on occasion to meet the demands of the post, in 

particular during the duration of the courses, and may include 

weekend and evenings. Overtime payments for any additional hours 

need to be agreed in advance with the Assistant Bursar. 

 

Salary: £15 per hour, (£14,625.00 for the 26-week fixed term period). 

£1,500 call out allowance, to be paid upon completion of fixed term 

 

Holidays: The Pastoral Lead will be entitled to receive a pro-rata holiday 

entitlement of 5.6 weeks per annum (ie 14 days paid holiday). In view 

of the requirements of the role, holiday leave cannot be taken during 

the period the courses are running and you may be required to work 

on Bank Holidays that fall while short courses are running, for which 

time off in lieu will be given. Any unclaimed leave will be paid on 

conclusion of the fixed term period. 

 

Post-holder’s Responsibility: You share with all School staff the responsibility to promote and 

safeguard the welfare of children and young people for whom you 

are responsible, or with whom you come into contact.  In doing so, 

you are expected at all times to adhere to and ensure compliance 

with the School’s Safeguarding Policy.  If you become aware of any 

actual or potential risks to the safety or welfare of children on the 



courses, you must report any concerns appropriately to the relevant 

individual or authority. 

 

 

Background: 

Sherborne International short courses traditionally take place over the Easter and Summer holidays 

and are held at the Sherborne International school site. Although the main academic programme at 

Sherborne International closed at the end of the academic year in 2021, the short course provision 

will continue because of their reputation as one of the premier options in the market. 

Now associated with Sherborne School (but maintaining the Sherborne International branding) we 

are restarting the short courses in the Summer of 2022 following the COVID enforced cancellation of 

the last two instances.  

Our aim is to deliver a high quality, academically rigorous and fun residential course for 8-17-year-

olds. 

Job Summary: 

Working as part of the Short Course Delivery Team, the Pastoral Lead will play a crucial role in the 

organisation and set up of the summer course and will have responsibility to ensure the needs and 

welfare requirements of students and pastoral staff who attend it, are met. The Pastoral lead will act 

as the Designated Safeguarding Lead and will be a key player in ensuring legal and regulatory 

compliance requirements are met. 

This role will suit someone who has excellent attention to detail, will take ownership of issues, is a 

confident public speaker, has excellent interpersonal skills and works well with others.  

Role Responsibilities: 

• To provide unified leadership of the Summer Short Courses’ pastoral care and pastoral team. 

• To be aware of the requirements of the National Minimum (Boarding) Standards for welfare 

and pastoral care on the short courses. 

• To provide members of the pastoral team with a clear statement of their roles and 

responsibilities, and to provide oversight of the periodic review of their performance 

through one-to-one feedback and regular scheduled meetings. 

• To ensure that boarding staff, parents and students understand the aims and objectives of 

boarding in the short course community, and the principles on which community life is 

based. 

• To assist the Academic Manager with the preparation of all documentation for parents, 

students, teachers and non-teaching staff, duty rosters, students’ manuals, etc. Ownership 

of the preparation of pastoral documentation. 

• As the Summer Short Courses’ Designated Safeguarding Lead, to take the leading role in 

ensuring that a safeguarding culture is part of the wider understanding and practice during 

the course. 

• Delivering induction training in Child Protection and Safeguarding training for all Summer 

Short Course staff, then ensuring that Safeguarding awareness is maintained at a level 

sufficient to ensure best practice and regulatory compliance. 



• Ensuring that all members of the Summer Short Course staff team are familiar with the 

school’s policies and procedures for safeguarding, counter bullying, substance misuse, 

health and safety and fire safety. 

• Dealing with serious incidents and student problems, in co-ordination with the Academic 

Manager. 

• If necessary, making referrals to Dorset Safeguarding Children Board and any other 

appropriate statutory authorities. 

• Keeping records of all referrals and any reports of concern. 

• Working in open communication and close cooperation with the Academic Manager in 

discharging the duties of this role, ensuring compliance and maintenance of necessary related 

written records. 

• As far as possible, to ensure that the individual circumstances, needs, strengths and 

weaknesses of each student are identified and known by staff as needed, so that individual 

opportunities, talents and potential are developed and maximised. 

• To plan, implement and review structures of staff supervision for all functions of the short 

courses. 

• To ensure the safety and security (including emotional) of all students at all times when they 

are under the school’s charge (including mealtimes, weekends, and on expeditions and 

outings). Ensure you have an awareness of all relevant risk assessments and contribute to 

them where appropriate. 

• To ensure that adequate arrangements for back up staff cover are made. 

• To liaise with matron(s) and school doctors to ensure that students’ medical requirements are 

properly catered for. 

• To liaise with the matron(s) to ensure that students’ clothes and personal belongings are used 

appropriately and stored securely. 

• To use every opportunity to cultivate strong contact and communication with agents and 

parents, to ensure that they are fully informed about their child’s progress and welfare. 

• Put in mechanisms to capture student feedback at various stages through their time at 

Sherborne. 

• Liaise with the catering providers to ensure that quality of service is maintained, and that 

student feedback is captured and responded to appropriately. 

• Be actively involved with defining and managing the school’s COVID-19 responses and ensure 

that all elements of Group policy and Government policy are supported and encouraged. 

• Help with room allocation of students. 

• Ensure records are always maintained accurately, whether that’s in the schools’ Resirva 

system or elsewhere. 

• Ensure any student accommodation issues or complaints are dealt with in a timely fashion 

and are resolved appropriately. 

• As part of the Short Course Delivery team, ensure that ISI and British Council terms are met, 

and to support the school with any inspection requirements should it fall during your 

employment. 

• To accept that, whilst coordination with the Academic Manager’s duties and the Short Course 

Delivery team should provide one 24-hour period per week off duty, the post-holder’s 

overriding responsibility for pupil welfare and unforeseen circumstances may sometimes 

conspire to prevent this. 



• In advance of the Summer Course, to liaise with the Short Course Delivery team on staffing 

requirements, for pastoral support and activities and to recruit staff for the short course as 

agreed.  

• To understand that, given the need for adaptability as the future of short course options 

develop, these responsibilities may need to be adjusted from time to time in order to ensure 

efficient and effective short course operation. 

• To monitor and oversee the organisation/management/scheduling of house and whole school 

events and activities and, where possible, to be a strong presence at such. 

 

PERSONAL SPECIFICATION 

Qualifications, experience, capabilities and aptitudes: 

Essential 

• Previous experience of working with international children, ideally in a boarding 

environment. 

• An understanding of relevant legislation, policies and codes of practice, in particular those 

related to Safeguarding and NMS (National Minimum (Boarding) Standards). 

• Proven leader with effective verbal and written communication skills.  

• Highly organised with an ability to focus on and complete tasks. 

• Energetic and enthusiastic. 

• Confident public speaker. 

• Experience contributing to and shaping policies and processes. 

• Demonstrable history of scheduling and maintaining rotas and duty lists. 

• A competent user of IT. 

• Awareness of cultures and customs when interacting with international students and 

parents. 

• Self-motivated and works autonomously. 

• Strong interpersonal skills. 

• Takes ownership of issues. 

 

Desirable 

• Experience in recruitment and leading interview processes 

• Ability to demonstrate tact and diplomacy wherever appropriate 

 

Training Requirement for Pastoral Lead – this list is not exhaustive, and the post holder may be 

required to undertake other training as required by the School 

 
Training  

 
To be completed by 

 
Safeguarding (Child Protection) and Prevent 
Training 
 

 
Before employment commences 
 

Safeguarding Children Level 2 Upon employment commencing 

Safeguarding Children Level 3 Upon employment commencing 



Emergency First Aid at Work 
 

Upon employment commencing 

Fire Marshal Upon employment commencing 

Fire panel training Upon employment commencing, Health and 
Safety Advisor 

Medication awareness training Upon employment commencing 

Safer recruitment training Upon employment commencing 

Food Hygiene Level 2 training Upon employment commencing 

 
Manual Handling 

 
Within the first term of employment 

 
Display Screen Equipment (DSE) User 

 
Within the first term of employment 

 
Induction training with Line Manager 
 

Upon commencement of your role 

Resirva training Resirva training will be completed with the 
assistance of your line manager on 
commencement of your role . 

 

TERMS AND CONDITIONS 

 

Non-Smoking Policy:  

It is the policy of Sherborne Schools Group (encompassing Sherborne School, Sherborne Preparatory 

School, Sherborne International, Sherborne School Leisure and Sherborne School Trading) that all our 

workplaces are smoke free, and all employees have a right to work in a smoke free environment. 

Smoking is prohibited in all areas of the School, both internal and external; this includes company 

vehicles. This policy applies to all employees, contractors and visitors. 

 

Pension: 

The post-holder will be able to join the Sherborne School Support Staff Pension Scheme on the first 

day of the month after completion of three months service.  Where eligible the post-holder will be 

auto enrolled into the Pension Scheme as per current legislation; further details may be obtained from 

the Head of HR (Bursary). 

 

Sports Centre Membership:   

Reduced membership of the Sherborne School Sports Centre (including swimming pool, gym and 

classes) is available for all employees, subject to the facilities being open. 

 

 

METHOD OF APPLICATION 

Please complete Sherborne International Application Form and return it to Samantha Belgeonne, 

Recruitment Manager, summerjobs@sherborne.org by the closing date (9am on 24 January 2022). 

In the event of any queries please contact:     David Shaw, Assistant Bursar 

        Tel: 01935 810474, E: summerjobs@sherborne.org  

mailto:summerjobs@sherborne.org
mailto:summerjobs@sherborne.org


 

Closing date for applications:     9am on 24th January 2022 

 

First-round interviews are likely to take place:  On or around 26th January 2022 

PLEASE STATE ON YOUR APPLICATION IF YOU ARE 

UNABLE TO ATTEND INTERVIEW ON THIS DATE. 

Anticipated start date:    March 1st 2022 

 

 


