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Open Letter from Principal  
 

 
Dear Candidate,  
  

I am delighted that you are interested in applying for the post at Cottenham Village College, a highly-
successful 11-16 mixed academy situated close to the beautiful city of Cambridge; here you will find hard-
working, well behaved pupils and friendly, dedicated staff who are committed to a fully inclusive, 
comprehensive education. Our school, which has close to 900 pupils on roll, is part of the Astrea Academy 
Trust, a thriving family of 27 academies across South Yorkshire and Cambridgeshire.   
  

The college was established in 1963, one of several village colleges in the region that were the inspiration of 
educational pioneer Henry Morris, who believed that the school should be at the heart of its community and 
that education should be a lifelong process. This vision of a school that serves and involves its whole 
community, that fosters high aspirations and inspires a love of learning is as central to our ethos today as it 
was when it opened.  
  

Through a highly-ambitious curriculum at CVC, we aim to foster pupils’ curiosity, unlock their potential and 
raise their aspirations, as well as ensure that pupils achieve high levels of attainment that will open doors for 
their future. A stimulating and broad curriculum also places pupils in a strong position to question and debate 
the world around them, making them intellectually resilient and prepares them for citizenship in a 
democratic society. We believe this is a right of all pupils and one which is liberating and empowering.   
  

We are equally proud of the wider curricular provision at CVC, both in formal lessons and outside the 
classroom. Our extensive range of extra-curricular activities, including sports, music, the Duke of Edinburgh’s 
Award programme and residential trips, help to give all pupils a fully-rounded education and creates 
opportunity for their personal, as well as their academic, growth.   
  

Cottenham Village College is a friendly, positive and exciting place to work and to learn and we take great 
pride in the high standards our pupils consistently achieve. Pupils leave as happy, well-qualified and well-
motivated individuals who go on to excel in local sixth forms, colleges, universities and the wider world. 
Pupils' performance in their GCSEs is consistently strong, placing the school in the top 20% of schools 
nationally for pupil progress.  
  

As a truly comprehensive school, we are also proud of our close association with The Centre School, a SEMH 
special school that shares our site and caters for over 100 pupils with EHCPs from across Cambridgeshire. At 
Cottenham Village College, we also have an excellent provision for pupils with special educational needs, 
including specialist teaching assistants who support pupils with hearing impairment.  
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The school is well-known for its excellent professional development and learning programmes for staff. We 
ensure that all our colleagues access high-quality CPD and we take our responsibility to teacher development 
seriously so they can be highly-effective practitioners. We place great value in, and commitment towards, 
subject-specific CPD and as a member of staff you will have the support you need to make progress in your 
career, both from the school and from Astrea Academy Trust.  
  

Prospective candidates are warmly encouraged to visit prior to application. Please contact Sharon O’Mullane 
(email: headspa@astreacottenham.org) to arrange a suitable time.    
  

Very best wishes,  

 

Zoe Andrews 

Principal at Cottenham Village College 
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 JOB DESCRIPTION 

 
 
 
 
 
 
 

 
 
Purpose 
The Pastoral Coordinator role is significant in providing support and guidance for our students 
within a key stage.  You will support a Key Stage Progress Leader and relevant Heads of Year with 
investigating incidents, collecting statements, exclusion paperwork, liaising with parents, parent 
meetings and much more to ensure the students are supported and following the college’s 
behaviour and expectations.  
 
You will support the continuity of education for students who are excluded from their usual 
lessons in the Internal Exclusion Room. Finally, you will provide administrative and practical 
support for the centralised detention system, including chasing up non-attenders. 

 
Key Responsibilities  

• To manage day to day incidences of behaviour in line with our behaviour policy helping to 
ensure that the learning of others is not disrupted. 

• To provide support to students via praise, emotional support and building up trusting and 
supportive relationships.  

• To monitor students on specific pastoral reports to ensure there is improvement. 

• To liaise with parents clearly and effectively as required regarding student welfare, behaviour, 
uniform etc.  

• To attend and arrange parent meetings, with relevant Head of Year, where required. 

• To provide quality administrative support to the relevant Progress Leader and Heads of Year 
including exclusion documents, letters etc. 

• To communicate to staff who is in IER daily and ensure that student work is received. 

• Provide administrative support for the centralised detention system including communicating 
with families when a detention is awarded.   

• To support at student events such as assemblies, parents evenings.  

• To investigate incidences of behaviour and provide clear detailed reports to the Heads of Year 
and Progress Leader.  

• To implement the college’s behaviour and uniform policy, holding students to a high standard 
of expectation.  

• To support with running IER/Isolation provisions for students including collecting work for 
students to complete, returning this to subject staff and liaising with behaviour, where 
appropriate.  

SALARY £20,092 - £22,627 (Grade 4-5, Point 7-13 

CONTRACT TYPE Permanent 

WORKING PATTERN Full time, 8:15AM to 15:45PM 

HOURS PER WEEK 35 
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• To be confidential and sensitive to students information and strictly adhere to safeguarding 
procedures.  

• To put in place, in collaboration with the Head of Year and Progress Leader, support for 
students, where needed. 

• To support with first aid, detention collection system and trips/events that relate to the year 
groups. 

• To assist in the implementation and monitoring of behaviour support plans.  

• To ensure communication with parents are logged and student files are kept up to date. 

• Safeguard and promote the well-being of students and staff in all aspects of the performance 
of this role. 

• Undertake such other duties as the Principal may reasonably require. 
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PERSONAL SPECIFICATION   
 
Skills, Knowledge & Experience  

• Good organisation skills 

• Good interpersonal and communications skills including the ability to relate well to people on 
all levels with sensitivity, tact and diplomacy 

• High level interpersonal and communication skills 

• Experience of working in an educational environment 

• Experience of working in a team 

• Successful experience of dealing with public face to face and on the telephone 
 

Qualifications  

• Numeracy and literacy skills to GCSE or equivalent 
 

Behaviours  

• Effective team member 

• An appreciation of distinctive characteristics of urban and multi-faith education in a College 
context. 

• Able to work on own initiative with minimal supervision 

• Able to work within established procedures but without close supervision 

• Well-presented appearance and professional manner 

• Ability to work flexibly as part of a team 

• Ability to remain calm when under pressure and employ tact and diplomacy in difficult/sensitive 
situations 

• Understanding of the importance of confidentiality 
 

This is not exhaustive. 
 
Astrea Academy Trust is committed to safeguarding and promoting the welfare of children and young 
people. We expect all staff and volunteers to share this commitment. Posts are subject to enhanced DBS 
checks. For further details on the recruitment process, please review our Recruitment Pack. This can be 
found attached to each vacancy or requested by emailing recruitment@astreaacademytrust.org 

 

mailto:recruitment@astreaacademytrust.org

