
 

   

Pastoral Manager from September 2022  
 
Introduction to Colfe’s School  
 

Colfe’s is one of London’s oldest schools. It can be traced back to the 15th century but took its name from Reverend Abraham 

Colfe, Vicar of Lewisham, who re-founded the school in 1652. In his will he entrusted the care of the school to the Leathersellers’ 

livery company, which governs the school to this day.  

 
Colfe’s old site in Lewisham was destroyed in the Second World War. In 1963 it moved to its present campus, which is a remarkably 

green and open space for outer London, with two additional large sports grounds nearby. All parts of the school from Nursery to 

Sixth Form share the site.  
 

In 1977 the school returned to independent status after 25 years as a voluntary aided boys’ grammar school. For some twenty 

years now, Colfe’s has been fully co-educational, with roughly equal numbers of boys and girls: over 1,200 pupils in all, from age 

three to 18. There is a five-form entry to Year 7. The Leathersellers’ Scholarship programme enables us to select up to 12 scholars 

each year on fully-funded bursaries for direct entry to the Sixth Form. In so doing we draw on strong working relationships with 

a number of local comprehensive schools.  
 

In the 1990s we built what is now the Junior School, which educates some 440 children from 3–11. Since then we have added an 

all-weather playing field and the Beardwood Centre, which provides state-of-the art facilities for Art, Music, Drama and Media 

Studies. The facilities are excellent: in recent years we have greatly expanded the space for EYFS and Key Stage I and opened The 

Stewart Building, a dedicated centre for the Sixth Form, Mathematics and Religion & Philosophy depts, and Roebucks, a vibrant 

café.  
 

Colfe’s aims to be more socially inclusive than many independent schools and is positioned very firmly at the non-posh end of the 

spectrum. More than 10% of pupils in a typical Sixth Form year group come from socially disadvantaged backgrounds through our 

Leathersellers’ Scholarship programme and the school is committed to widening access still further, whilst simultaneously 

consolidating its position as the coeducational independent school of choice for the professional classes of Blackheath and 

Greenwich. The junior school reflects that ethos and the pupil population reflects the ethnic and cultural diversity that you would 

expect to find in this busy and vibrant part of south London. Junior School parents spoke very highly of the quality of online teaching 

during recent periods of lockdown in the most recent Good Schools’ Guide review:  
 

(https://www.goodschoolsguide.co.uk/schools/colfes-school-london/F7AAC76#tab_review).  
 

The post: Pastoral Manager  

(competitive salary to reflect the candidate’s qualification and expertise) 
 

An exciting opportunity has arisen for a Pastoral Manager to join our Junior School team in September, to be centrally involved 

in the leadership and management of the school’s pastoral care. 

 

Working closely with (and reporting to) the Deputy Head, the Pastoral Manager will be centrally involved in supporting the 

wellbeing, behaviour and safeguarding of our children, alongside working with parents and families to ensure optimal levels of 

attendance. The successful candidate may have qualified teacher status but this is not essential; the successful candidate may 

have a background from outside of direct involvement in schools but instead working in other professional capacities with 

young people. The Pastoral Manager will be largely a non-teaching role, to create capacity for the candidate to react promptly 

to pastoral issues as they arise, but the successful candidate will design and deliver support for pupils in small groups (e.g. 

ctivities to promote self-regulation, self-esteem and/or social skills). The school will offer a competitive salary to reflect the 

specialist knowledge and expertise required for the post.  

 

Colfe’s School is proud of its outstanding reputation for pastoral care; pupils’ personal development was rated as Excellent by 

the Independent Schools’ Inspectorate at the last inspection. Our Junior School Values, (Effort, Honesty, Kindness, Love of 

Learning, Resilience, Respect and Teamwork), alongside a restorative approach to resolving conflict and effecting positive 

relationships are at the core of our strong pastoral system and the successful candidate will play a central role in upholding 

these our Values through the varied aspects of their role. 

 

 

 

    

https://www.goodschoolsguide.co.uk/schools/colfes-school-london/F7AAC76#tab_review


Job Specification 

 With other members of the senior Safeguarding team, ensure that child protection procedures are understood and adhered 

to by all staff members. Be a potential first line of support when safeguarding concerns arise. 

 Under the supervision of the Deputy Head, complete referals to external agencies as appropriate. 

 Prepare materials for weekly Safeguarding meetings, chaired by the Deputy Head 

 Prepare analysis of behaviour management for weekly SMT meetings, chaired by the Junior School Head 

 With the support of the Deputy Head and other pastoral leaders, develop and lead appropriate pastoral interventions and 

support mechanisms to support children who are struggling to regulate their behaviour (e.g. social skills groups, play therapy, 

self-regulation, self-esteem)  

 Monitor and analyse attendance and punctuality and share analysis with senior colleagues. Lead on interventions (e.g. parental 

meetings) to support and promote good quality attendance and punctuality 

 Run pastoral sanctions, including supporting with time outs or internal suspensions 

 Be a potential first line of response if a member of staff requires support with behaviour, e.g. with a Time Out sanction for 

younger children that requires an immediate response. Be a role model practitioner of a restorative approach to managing 

behaviour 

 Provide support (e.g. coaching, mentoring) for any member of staff who would benefit from additional training in restorative 

behaviour management techniques 

 Support the Deputy Head with the induction of new staff in pastoral matters  

 Support the Deputy Head and Director of Learning Support with administration connected to pastoral matters and SEND 

provision (e.g. completion of EHCP referrals) 

 Provide administrative support with meetings involving external agencies (e.g. EHCP annual review) 

 Any other reasonable activity connected to the provision at Colfe’s under the direction by the Deputy Head 

 Develop and sustain effective working relationships with parents to support these activities 

Person Specification 

 Essential Desirable 

Knowledge    Knowledge of child protection and 

safeguarding procedures 

 Knowledge of child development and the 

impact of loss, separation, domestic 

violence, substance abuse and disability 

on development. 

 Knowledge of effective approaches to 

support young people to manage their 

behaviour  

 Experience of building effective 

relationships with children, young people 

and their families in a professional 

context 

 An affinity with the school’s restorative 

approach to behaviour management  

We are especially interested in candidates who can 

demonstrate any of the following: 

 Level 3 Advanced Safeguarding Training 

 Experience of working with one of the external agencies 

that work with Colfe’s to safeguard young people (e.g. a 

background in social work, in Children’s Services or 

similar) 

 Experience in a similar role in either a state or 

independent school  

 Experience of developing relationships with children and 

families in a similar context 

 Experience of completing high-quality referral forms to 

external agencies (e.g. MASH referrals) 

 Knowledge of restorative approaches to behaviour 

 Knowledge of the Zones of Regulation 

 Experience of the CPOMS system 

 Qualified Teacher Status 

Skills   An ability to develop strong relationships 

with young people and their families, with 

clear and appropriate professional 

boundaries  

 Strong communication skills, both 

written and verbal  

 An ability to design and deliver effective 

interventions to support young people 

pastorally  

 Excellent administrative skills 

 Good ICT skills 

 Confidence in handling data connected 

to attendance, punctuality and behaviour  

We are especially interested in candidates who can 

demonstrate any of the following: 

 Experience of using Excel to create data analysis 

 Experience of meetings connected to pastoral matters 

involving external agencies (e.g. annual reviews for 

children with Education and Health Care Plans) 

  

Pastoral Care  Ability to establish a safe, respectful and 

productive school environment for 

pupils 

 Affinity with the school’s approach to 

pastoral care and restorative approach 

to behaviour management  

We are especially interested in candidates who can 

demonstrate any of the following: 

 Experience of working with a restorative approach  

 Experience of delivering training to staff working with 

young people focused on pastoral matters (e.g. behaviour 

management, safeguarding) 



 Ability to be a role model practitioner of 

the school’s behaviour policy, working 

with colleagues to ensure absolute 

consistency across the school 

 Ability to provide appropriate support, 

mentoring or training to colleagues on 

effective behaviour management 

strategies 

 An understanding of the collective 

responsibility of all employees to 

establish an effective safeguarding 

culture, and the role they play in keeping 

children and young people safe  

  

Values and 

Personal 

Qualities 

 An effective and persuasive advocate for the school’s values, vision and educational philosophy  

 An affinity with the school’s belief in the paramount importance of extra-curricular activity to the pupil 

experience at Colfe’s 

 Commitment to equality of educational opportunity, including establishing an anti-racist culture  

 Highly effective team member and leader 

 High level of self-awareness and self-management  

 High expectations for accountability and consistency of themselves and others 

 Acts as a role model to staff, pupils and the community 

 Genuine passion and a belief in the potential of every pupil 

 Motivation to continually improve standards and achieve excellence 

  

 

Application procedure    

The recruitment process will require all applicants to complete an application form, accompanied by a letter of application, 

current CV and details of two referees, who will be contacted prior to interview, in accordance with the School’s Safer 

Recruitment procedures. There will be an interview and lesson observation for shortlisted candidates.   

   

The application should be submitted either by post to:  Mrs A Ross, Human Resources, Colfe’s School, Horn Park Lane,  

London SE12 8AW  

  

Or electronically to: recruitment@colfes.com    

    

Applications should be sent as soon as possible and by Noon on Monday 23 May at the latest. Colfe’s reserves the right 

to appoint to this post before the closing date if necessary.   

   

 

 
 

 

Colfe’s School is committed to safeguarding and promoting the welfare of children. All applicants must be willing to 

undergo child protection screening, including checks with past employers and the Disclosure & Barring Service. 

   

  


