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Job Title and Level:
 HR Manager (Grade 7 Term Time Only)


Main Purpose of the Role
The HR Manager at Bridgelea Primary School, a specialist Pupil Referral Unit (PRU) catering to children with Social Emotional and Mental Health (SEMH) difficulties, plays a pivotal senior leadership role in shaping and delivering a professional, efficient, and responsive HR service. This role is integral to supporting the school’s vision of nurturing every child’s development through a Rights Respecting, language-friendly, and inclusive environment that promotes resilience, communication, and well-being. The HR Manager will lead all aspects of human resources, including strategic workforce planning, recruitment, employee relations, performance management, and compliance, ensuring the school attracts, retains, and develops a high-calibre team aligned with Bridgelea’s values and the unique needs of its pupils. Working closely with the School Business Manager, Attendance & Safeguarding Lead, and Extended Senior Leadership Team, the postholder will contribute to the school’s ongoing improvement, particularly supporting a curriculum that meets the developmental and SEMH needs of its children.
Key Responsibilities and Duties
HR Leadership & Management
· Provide effective line management, mentorship, and guidance to HR administrative staff to ensure smooth operational delivery.
· Set and communicate clear, measurable HR objectives aligned with the school’s development plan and strategic priorities.
· Manage the HR budget collaboratively with the School Business Manager, monitoring expenditure and providing detailed reports.
· Represent the school professionally in meetings and external forums, championing Bridgelea’s vision, values, and inclusive ethos.
· Implement and embed HR-related policies, procedures, and systems consistently across both school sites (Withington and Longsight).
· Oversee HR casework, working with external providers such as One Education and Worknest to manage complex employee relations matters.
Strategic Development & Implementation
· Develop and maintain a comprehensive people strategy that supports the school’s goals, including succession planning and workforce remodelling.
· Regularly review organisational structures to ensure they meet current and future needs of this specialist PRU setting.
· Lead the implementation and development of HR-related software systems such as SAM (staff attendance) and Blue Sky (CPD management and policy distribution).
· Stay current with HR sector trends and legislative updates, attending relevant briefings and training.
· Support leadership in recruitment, retention, talent management, and staff development strategies.
Employee Relations and Casework
· Provide expert advice to the Senior Leadership Team (SLT) on staffing matters including absence management, capability, disciplinary, and grievance procedures.
· Manage employee relations issues with fairness and consistency, ensuring compliance with legal and policy frameworks.
· Implement robust absence management policies in accordance with disability discrimination legislation.
· Oversee family and other statutory leave arrangements, ensuring compliance with regulations.
· Support line managers in probation monitoring and casework management.
· Advise on lawful and fair termination processes, including redundancy and dismissal procedures.
· Promote staff health, well-being, and work-life balance initiatives.
Recruitment, Single Central Register (SCR), and Safeguarding
· Design and implement innovative recruitment strategies for teaching and support staff that reflect the school’s inclusive culture and values.
· Ensure compliance with safer recruitment legislation, including maintaining an accurate and up-to-date Single Central Register (SCR).
· Manage all pre-employment checks and employment verification processes with diligence.
· Collaborate with safeguarding leads to ensure all HR practises uphold safeguarding policies and statutory guidance such as Keeping Children Safe in Education.
· Provide an integral part of the management of  safeguarding allegations against staff in accordance with statutory guidance. Providing professional advice and support to the safeguarding team throughout the process, including playing a key role in investigation process, often dealing with sensitive and upsetting subject matter. 
Appraisal, Learning & Development, and Reward
· Lead the performance management process for non-teaching staff, working with the Extended Leadership Team to support teaching staff appraisal.
· Develop line managers’ skills in people management through coaching and training.
· Ensure consistent onboarding, induction, and exit procedures to support staff integration and retention.
· Develop and implement a staff training and development plan aligned with the school’s strategic objectives.
· Conduct salary and benefits benchmarking to inform reward policies and pay increment decisions.
HR Processes, Contracts, and Payroll
· Responsible for the day-today operation of the HR function for the school ensuring compliance with all necessary legislation and best practice. 
· Ensure all HR records are maintained in compliance with GDPR and data protection legislation.
· Prepare contracts of employment and annual pay statements, advising on contractual changes as necessary.
· Collaborate with the School Business Manager to prepare monthly payroll for processing, advising staff on payroll and pensions matters.
· Manage accurate recording of holidays and absences, ensuring compliance with statutory and school policy requirements.
· Maintain up-to-date personnel files and propose system improvements to enhance HR service efficiency.
Policies, Compliance & Reporting
· Lead the creation, review, and updating of HR policies to ensure legal compliance and relevance to the school’s context.
· Maintain strict confidentiality and compliance with employment law, safeguarding, and data protection legislation.
· Work with the School Business Manager and Headteacher to meet regulatory standards.
· Prepare detailed HR reports for SLT and Governors covering staff turnover, absences, retention, equalities, and employee relations.
Skills and Competencies
· Comprehensive knowledge of employment law, HR best practice, and compliance within an educational setting, especially a PRU.
· Expertise in safeguarding protocols and safer recruitment procedures, including SCR management.
· Strong interpersonal and communication skills, able to engage and influence stakeholders at all levels.
· High level of discretion, confidentiality, and professional integrity.
· Proficient IT skills, including Microsoft Office suite (Excel, Word, Outlook) and HR information systems (experience with SAM and Blue Sky advantageous).
· Ability to balance strategic thinking with meticulous attention to administrative detail.
· Proven leadership and team management skills with the ability to mentor and develop staff.
· Experience managing complex employee relations and change management projects.
· Proactive, organised, and able to work independently under pressure while collaborating effectively with colleagues.
· Reflective practitioner open to feedback and committed to continuous improvement.
· Skilled in innovative recruitment techniques, including effective use of social media and professional networks.
Professional Development
Bridgelea Primary School is committed to the continuous professional development of its staff, recognising that ongoing learning is essential to meet the complex needs of children with SEMH difficulties. The HR Manager will have access to a range of professional development opportunities, including:
· Engagement with sector-specific HR training and conferences.
· Participation in leadership development programmes aligned with the school’s vision of nurturing, inclusion, and rights-respecting practice.
· Opportunities to contribute to and influence school-wide strategic planning and development.
· Support for accreditation and further qualifications relevant to HR and education leadership.
Safeguarding
As a school dedicated to the welfare and safety of vulnerable children, the HR Manager has a critical safeguarding role. Responsibilities include:
· Ensuring all HR processes uphold the highest standards of safeguarding, including safer recruitment and management of allegations against staff.
· Maintaining an accurate Single Central Register and ensuring compliance with statutory safeguarding guidance such as Keeping Children Safe in Education.
· Working closely with the Designated Safeguarding Lead and Attendance & Safeguarding Lead to promote a culture of safety and vigilance.
· Ensuring all staff receive appropriate safeguarding training and that records of training and compliance are maintained.
· Acting promptly and appropriately on any safeguarding concerns related to staff or recruitment processes.
The HR Manager must demonstrate a strong commitment to promoting and safeguarding the welfare of all pupils and staff in line with Bridgelea’s ethos and statutory responsibilities. This role is subject to an enhanced DBS disclosure and compliance with the Data Protection Act 2018 and GDPR.

This job description reflects the key areas of responsibility for the HR Manager at Bridgelea Primary School, designed to support the school’s unique context as a nurturing, specialist Pupil Referral Unit with a strong emphasis on inclusion, communication, and safeguarding.
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