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Job Description and Person Specification
Assistant Head – Pastoral Care & Admin





	Job Description

Our whole school is committed to safeguarding and promoting the welfare of children and young adults and expects all staff and volunteers to share this commitment.

	
Post title:

Hours of work:

Remuneration:

Responsible to:

Start Date: 

	
Assistant Head – Pastoral Care & Admin

Full -Time

Depend on experience 

Head Teacher 

Immediate Start Available 


	Purpose of the role 
	
The Assistant Head – Pastoral Care & SEN is a senior leader responsible for shaping and safeguarding the school’s culture of care, inclusion, and high expectations.

The postholder will lead the strategic and operational delivery of pastoral provision, behaviour standards, safeguarding practice, wellbeing strategy, and inclusive support for pupils with additional needs.

As a member of the Senior Leadership Team, the Assistant Head will ensure that every pupil feels safe, valued, and empowered to thrive academically, socially, and emotionally.

	
Main Responsibilities


	
Pastoral Leadership
1. Lead the school’s pastoral systems to promote positive behaviour, wellbeing, safeguarding, and attendance.
1. Develop and implement strategies to support pupils’ emotional, social, and behavioural needs.
1. Work closely with safeguarding leads, external agencies, and families to ensure effective child protection and early intervention.
1. Monitor attendance, punctuality, and pupil engagement, implementing targeted interventions where needed.

Reception and Front-Facing Operations
1. Oversee the school reception function, ensuring a professional, welcoming, and efficient front-of-house service.
1. Manage administrative and visitor systems, ensuring safeguarding and security protocols are followed.
1. Ensure communication with parents, staff and external stakeholders is clear, timely, and professional.


Admissions
1. Lead and manage the admissions process in line with local authority and statutory guidance.
1. Oversee application processing, pupil transitions and induction arrangements.
1. Maintain accurate records and ensure compliance with admissions policies and data protection requirements.

Finance and Resources
1. Support the Headteacher with financial processes, including budgeting oversight, resource allocation, and monitoring of pastoral and inclusion
1. Ensure value for money in pastoral and inclusion provision.

Operations and Systems
1. Contribute to the strategic development of school systems, policies, and procedures.
1. Oversee operational processes related to attendance, behaviour, safeguarding administration, and inclusion.
1. Use data to inform decision-making and improve systems and outcomes.

Leadership and Management
1. Be a member of the Senior Leadership Team, contributing to whole-school strategy and improvement planning.
1. Line-manage relevant staff, supporting professional development and performance management.
1. Model high standards of professionalism, integrity, and inclusive practice

Safeguarding & Child Protection

· Serve as Designated Safeguarding Lead (DSL) or Deputy DSL, ensuring St James School maintains exemplary safeguarding standards.
· Coordinate all safeguarding procedures, record-keeping, reporting, and multi-agency work.
· Oversee the safeguarding team and ensure all staff undergo regular training.
· Manage safeguarding concerns with professionalism, discretion, and full compliance with Keeping Children Safe in Education (KCSIE) and ISI expectations.
· Maintain and update safeguarding policies and procedures.

Wellbeing & Mental Health

· Lead and deliver a whole-school wellbeing strategy that nurtures personal growth, resilience, and positive mental health.
· Oversee wellbeing programmes, pastoral interventions, PSHE provision, and whole-school initiatives.
· Provide direct pastoral support for pupils facing social, emotional, or mental health challenges.
· Foster an environment where students feel safe, confident, and included.

SEND and Inclusion

· Demonstrate a strong understanding of SEND and inclusive practice.
· Support the SENDCo in identifying, assessing, and supporting pupils with additional needs.
· Ensure reasonable adjustments and inclusive strategies are embedded across the school.
· Work with staff to develop high-quality provision and training for SEND pupils.
· Liaise with parents, carers, and external professionals to ensure holistic support for pupils.


	Professional Standards & Leadership Expectations
	· Serve as an exemplary role model to pupils and staff through professional conduct, integrity, emotional maturity, and excellent personal presentation, embodying the values of St James School.
· Demonstrate high expectations for punctuality, presence, and visibility across the school day; ensure pastoral duties, meetings, and lessons begin and end promptly.
· Uphold the highest standards of pastoral leadership by setting the tone for positive behaviour, respectful relationships, and a caring school environment.
· Provide leadership support during staff absence where appropriate, ensuring continuity of care and smooth daily operations in a fair and equitable manner.
· Promote and maintain a strong culture of Health & Safety across the school, complying with statutory requirements, and modelling best practice for the welfare of staff and pupils.
· Maintain a thorough understanding of all School and Departmental policies—including those related to safeguarding, behaviour, wellbeing, SEN, and Health & Safety—and ensure these policies are consistently implemented.
· Build strong, supportive working relationships with professional colleagues, associate staff, and external partners, modelling collaborative leadership and mutual respect.
· Engage actively in the school’s appraisal and performance management processes, supporting staff development while also pursuing personal professional growth.
· Contribute to the wider life of the school by supporting and promoting co-curricular provision, pastoral enrichment, student leadership opportunities, and off-site visits.
· Maintain a clear understanding of the statutory responsibilities of teachers and senior leaders, including safeguarding legislation, KCSIE, independent school regulations, and the pastoral and academic duties outlined in the School Teachers’ Pay and Conditions document.
· Communicate effectively and professionally with parents/carers, external agencies, and multi-disciplinary teams to ensure joined-up support for pupils’ pastoral, welfare, and learning needs.
· Work constructively with the Governing Body, supporting their oversight role and contributing to strategic discussions where appropriate.
· Maintain up to date first aid awareness and undertake training as required.
· Demonstrate expert understanding and application of the SEN Code of Practice, leading staff in ensuring inclusive, high-quality provision for all learners.
· Actively consider and respond to the diverse needs of pupils in all aspects of pastoral and academic leadership, including those with SEND, those identified as gifted and talented, those who are developing English proficiency, and those requiring targeted support.
· Consistently uphold and promote the core values, ethos, and culture of St James School in all decisions, interactions, and leadership actions.


	
Monitoring, Assessment, Recording, Reporting, and Accountability




	
· Take strategic responsibility for ensuring robust systems for identification, assessment, intervention, and recording of pupils’ pastoral and SEN needs, ensuring accuracy and compliance with statutory requirements.
· Oversee and quality-assure the development, implementation, and review of Individual Education Plans (IEPs), behaviour plans, risk assessments, and targeted pastoral support strategies.
· Work closely with teachers, Heads of Year, tutors, and the SEN team to ensure all pupils’ needs are documented, monitored, and met through high-quality, consistent practice.
Analyse pastoral, attendance, behaviour, and safeguarding data to inform strategic planning, early intervention, and whole-school wellbeing initiatives.
· Ensure statutory assessments, internal reporting processes, and parental communications are completed to a high standard and reflect a clear understanding of each pupil’s holistic development.
· Produce timely, accurate, and professional reports for parents, external agencies, and the Senior Leadership Team where required.
· Ensure attendance registers, safeguarding logs, behaviour records, and SEN documentation are kept accurately and in accordance with school policy and statutory guidance.
· Monitor attendance and punctuality patterns, taking swift action and liaising with families to address concerns in line with school procedures.


	
Person Specification	

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable
	Method of assessment

	
Qualifications:
	
· Qualified Teacher Status (QTS) and significant teaching experience.
· Bachelor’s degree in relevant subjects
· Safeguarding training to DSL level (or willingness to complete upon appointment).
	
· Master’s degree or doctorate in relevant subject.
· SENCo qualification (desirable) or strong experience in SEN leadership.
· Recent participation in a range of relevant In-service training


	
· Applicant’s certificates

	
Experience:
	
· Proven experience in pastoral leadership and safeguarding.
· Strong knowledge and understanding of SEND and inclusive education.
· Familiarity with independent school standards is advantageous, though not essential.

· Evidence of high pupil achievement from teaching.

	
· Experience overseeing admissions, reception or operational school systems.
· Experience working with school finance and budgets.

	
· CV
· Interview
· Professional references

	Knowledge & Skills
	· Strong understanding of safeguarding legislation and best practice in pastoral care.

· Working knowledge of SEND frameworks, EHCP processes, and inclusive practice.

· Skilled in using data management systems for tracking behaviour, attendance, and SEN.

· Excellent communication skills: able to communicate with confidence, empathy, and clarity.

· Outstanding organisational and administrative skills; able to prioritise in a fast-paced environment.

· Ability to build strong relationships with students, staff, parents, and external professionals.

· Calm, reflective, and professional approach with the ability to make sound decisions under pressure.

· Commitment to the values and ethos of St James School.
	
	
· CV
· Interview
· Professional references



	Personal Qualities
	
	
	
· Application Form
· Interview
· Professional references
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