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Dear Applicant  

Thank you for your interest in the posi  on of full-  me Head of Student Support at Cobham Hall. We hope that this 
pack will provide you with the informa  on on this key role in the School. However, should you want to discuss the 
posi  on further please do not hesitate to contact Mrs Jacky Elliman, PA to the Director of Studies, by phone on 01474 
823371. 

The postholder will need the drive and skills to co-ordinate learning support provision across the School from Key 
Stage 3 to Key Stage 5. The successful candidate will need to be familiar with the na  onal regula  ons for examina  on 
access arrangements for public examina  ons at GCSE and A Level. The Head of Student Support will join a Department
which is well-regarded for going above and beyond in making a signifi cant diff erence to students who require 
addi  onal support to reach their poten  al (evidence in our Special Educa  onal Needs and Disabili  es (SEND) value-
added data). Previous experience in a management posi  on is an advantage. However, we will provide full support 
and training for the right person if this is your fi rst senior management role. 

Pay and Benefi ts 

Up to £47,154 per annum, depending on experience. 

The School also off ers:  

• Teachers’ Pension Scheme.  
• An opportunity to develop your leadership skills with an eye towards further leadership.  
• Comprehensive induc  on and on-going opportuni  es for Professional Development.
• Enthusias  c students, willing to learn.  
• Small class sizes.  
• Use of the School fi tness room, tennis courts and swimming pool.  
• Free onsite parking.  
• Lunches and refreshments provided.  
• Access to 150 acres of Grade II* designed parkland. 

Contact Time 

The Head of Student Support receives six hours of non-contact  me per fortnight with the expecta  on of using this 
 me eff ec  vely to lead the Department. Staff  are expected to work up to eleven Saturdays a year between 9.15am 

and 12.35pm. 

The School is in session 33 weeks per year. 



At Cobham Hall we celebrate the individual, their unique personality, talents and interests. A Cobham Hall educa  on 
is about developing the whole individual and providing opportuni  es for students to fl ourish within and beyond the 
classroom; to become a successful learner and well-rounded individual who is excited to take the next steps in their 
learning journey. Staff  are expected to enable students to see the value of the subject and to deliver lessons which 
help students across a range of abili  es to progress and achieve. The ability to build strong rela  onships with 
students and parents is an important part of this role crea  ng, a sense of mutual trust and respect.  

Cobham Hall creates an inclusive environment for our School community and is recognised by CReSTeD for the 
quality of its Learning Support unit. All students have equal opportunity to join Cobham Hall if they sa  sfy the 
School’s selec  on procedures, which will assess whether they can be successful in the suppor  ve environment of the 
School. We believe that suppor  ng SEND students is the responsibility of all teachers, and staff  are commi  ed to 
enabling them to maximise their academic poten  al and develop their talents.  

Our primary aim is to encourage and support students to become independent, confi dent and capable of taking 
responsibility for their own learning. We achieve this by:  

• Encouraging students to develop talents and strengths.  
• Helping to discover their preferred learning style.  
• Developing strategies to compensate for specifi c challenges (e.g. weak short-term memory).  
• Encouraging students to play a full part in both academic and co-curricular ac  vi  es.  

Students are encouraged to make full use of their teachers as a resource and extra lunch  me and a  er school tui  on 
is common. Our teaching staff  work closely with the Student Support Department in monitoring and suppor  ng the 
students with dyslexia and other Specifi c Learning Diff erences (SpLDs). 

The interna  onal aspect of the School makes for a rich environment in which students from all over the world bring 
their diff erent experiences and abili  es together, sharing a variety of approaches and use of symbolism in the lessons. 

The Student Support Department consists of the Head of Student Support, a Higher Level Teaching Assistant (HLTA), a 
Specialist Numeracy Teaching Assistant and two Teaching Assistants (TAs). 

Student Support at Cobham Hall

“For families seeking an all-girls school, within a caring environment and off ering excellent
provision for students with SEND and EAL, Cobham Hall provides the ideal solu  on.” 

- CReSTeD Report, 2019 -



Job Descrip  on
Du  es and Responsibili  es

The postholder will report to the Director of Studies.  

You will be an inspira  onal leader of high-quality teaching, learning and assessment per  nent to students with 
SEND, ensuring that the Department is well led and managed, and resources are deployed eff ec  vely to achieve 
excellent outcomes for our SEND students.  

As a result of your excellent leadership, as Head of Student Support, you will be responsible for:  

Monitoring of Teaching and Learning to Promote Best Prac  ce

• Support SEND students in KS3 to KS5 according to their needs on a 1:1 basis suppor  ng all curriculum subjects.  
• Ensure an eff ec  ve communica  on system across the Department which enables the sharing of good prac  ce.  
• Rou  nely monitor the 1:1 teaching within the Department ensuring that good prac  ce is shared.  
• Ensure outstanding provision in the Student Support Department.
• Ensure that all schemes of work meet the needs of SEND learners and are regularly reviewed with 
 teaching staff  and updated as appropriate. 
• Contribute to the eff ec  ve and robust iden  fi ca  on of students with SEND, this includes academic 
 a  ainment and personal, social development.  
• Liaise with teaching staff  and ensure a high-quality learning experience for students which meets internal and 

external quality standards through learning walks, drop-ins and work scru  ny.  
• Keep abreast of local, na  onal and global developments in pedagogy and Special Educa  onal Needs and 
 Disability prac  ce. 
• Alert the appropriate staff  to the barriers to learning that may be experienced by students and to make 
 recommenda  ons as to how these needs can be met eff ec  vely with high quality teaching and support.  
• Develop the use of new technologies appropriate for SEND students within the Department and for use in the 

classroom across the School. 
• Liaise closely with teaching staff  to ensure that appropriate Access Arrangements are put in place for 
 students and par  cularly those with SEND. 
• Liaise closely with the Schools’ Examina  on Offi  cer to ensure that examina  on access arrangements are put 

in place where appropriate. 
• Regularly update policies that are relevant to SEND Develop and review the School’s relevant SEND 
 policies and be responsible for overseeing its day-to-day provision, including eff ec  ve deployment of staff  and 

physical resources. 
• Lead the professional development of staff  in the provision of SEND, including audi  ng staff  skills and 
 suppor  ng induc  on of new staff .  
• Support the transi  on of students into the School by liaising with SENDCOs in primary schools and 
 colleagues in Post-16 se   ngs to ensure the correct provision is in place to aide smooth and seamless support.  



Learner Progress

• Ensure that eff ec  ve systems are in place to iden  fy and meet the needs of the students and that they are 
coordinated, monitored, evaluated and reviewed. 

• Evaluate and monitor the progress of SEND students and keep up-to-date student records.  
• Assess, record and report on the a  ainment of students and to keep such records as are required. 
• Prepare and contribute to the prepara  on of students’ profi les, ac  on plans, and other appropriate 
 reports.  
• Analyse and interpret relevant data, research and inspec  on evidence to inform the SEND policy, prac  ce and 

provision mapping and regularly report to the Leadership Team with relevant informa  on and data per  nent 
to SEND students. 

• Advise and provide regular informa  on to the Headteacher and Court of Governors (including the 
 designated SEND governor) on student progress and the eff ec  veness of the provision for SEND students. 
• Undertake assessment of students as requested by external examina  on bodies, departmental and School’s 

procedures.  
• Ensure that the School iden  fi es students and maintains an accurate list of those requiring SEND support and 

those who have an Educa  on Health and Care Plan (EHCP).  
• Undertake assessment of students that may require more specialist support or require an EHCP and work in 

partnership with the Local Authority to share all known assessment and evidence that is required.  
• Monitor the progress of students with an EHCP and hold annual reviews in line with the Children and 
 Families Act 2014. 

Management of Resources

• Be accountable for the Department budget and resources, monitoring spending and value for money.  
• Establish and maintain a well organised resources base.  
• Keep an accurate up-to-date inventory of all subject resources.  
• Plan implement and review  metables for support and interven  on. Ensure the eff ec  ve/effi  cient 
 deployment of classroom support.  
• Delegate responsibility within the Department as appropriate, managing the roles of the HLTA and TAs. 
• Ensure that Health and Safety rules and principles are in place and upheld by all.  
• Ensure that School Health and Safety procedures are adhered to by all Department staff  and the appropriate 

risk assessments are in place.  



Strategic Vision 

• Demonstrate a commitment to the collabora  ve School vision of excellence and equity – high standards/
 expecta  ons for all and promote aspira  onal outcomes for children and young people with SEND.  
• Demonstrate the ability to:
  a. inspire, challenge, mo  vate and empower others.
  b. model the values and vision of the School. 
• Aid the monitoring, review and evalua  on of curriculum areas and SEND provision including working with the 

Management Team on curriculum design. 

Accountability 

• In conjunc  on with the Headmistress, ensure that the School fulfi ls its legal obliga  ons with regard to the 
SEND Code of Prac  ce, specifi cally in regards to the statutory informa  on that is published on the School 
website.  

• Prepare for and meet regularly with Leadership Team.  
• Report termly on the progress of learners at both Key Stages within the Department subjects.  
• Analyse and evaluate these results for the purpose of informing development planning. 
• Determine an annual Department Development Plan, which takes into account both School and Department 

priori  es, and which is reviewed regularly.  
• Analyse KS3, KS4 and KS5 results and produce a wri  en evalua  on for the Department, and Leadership Team.  
• Implement the developments and CPD required following Department reviews and lesson observa  ons.  
• Oversee the produc  on of learner reports and be responsible for the quality and accuracy of report wri  ng 

within the Department.  
• Provide informa  on for the Self Evalua  on Form and other whole school documents.  
• Produce an annual Student Support report for the Leadership Team.  
• Prepare the Department for visits by Independent Schools Inspectorate, CReSTed and other external visitors. 
• Engage ac  vely in the appraisal process, both as appraiser and appraisee.  
• Ensure that the School meets its responsibili  es under the Children and Families Act 2014, Equality Act 2010, 

including all legisla  on with regard to SEND and the reasonable adjustments and access arrangements that 
are expected of the School. 



Promo  ng the Ethos of the School

• Have a vision for the contribu  on of the Department to the ethos of the School which is referred to regularly 
and used to guide future developments.  

• Develop strong co-produc  ve partnerships with Parents/Guardians and external agencies.  
• Share the work of the Department with Parent/Guardians, colleagues and other stakeholders.  
• Work with the team to ensure that professional standards are upheld.  
• Promote a  endance and involvement in marke  ng and whole school events.  
• Ensure staff  a  endance at Parents’ Evenings/and appropriate mee  ngs.  
• Ensure the Department is well represented at whole-school events.  
• Ensure that the learning environment is a  rac  ve,  dy, safe and conducive to learning.  
• Be an effi  cient and eff ec  ve form mentor.  
• Undertake such du  es as their Line Manager or the Headmistress may determine as reasonably falling within 

the role.  
• Undertake whole school du  es as may be reasonably determined by the Headmistress to ensure the success 

of learners and the effi  cient and eff ec  ve running of the School.   
• Par  cipate in staff  CPD and Professional Development opportuni  es.  
• Adhere to the School policies regarding Health and Safety, ICT usage and educa  onal visits/trips.

Closing date for applica  ons: 9:00am, Friday 8  October 2021. 

Interview: Details of the interview process will be sent to shortlisted candidates and will take place week commencing 
Monday, 11  October 2021. 

“The rapport between teachers and their pupils is extremely posi  ve,
enabling the teaching to be purposeful, eff ec  ve and enjoyable.”

- ISI Report -



Person Specifi ca  on

Criteria Essen  al Desirable

Highly competent teacher who has experience of suppor  ng students with SEND √

Has experience of teaching KS3 to KS5 √

Evidence of having personally led improvement in student support √

Ability to eff ec  vely collaborate with teaching staff  √

Evidence of having engaged in whole school development √

Excellent literacy and numeracy skills √

Excellent communica  on skills √

Broad knowledge across all curriculum subjects √

Evidence of having displayed high quality leadership and management √

Can lead staff  and think strategically √

Experience of eff ec  vely preparing and suppor  ng a team of teachers for an Ofsted/
ISI/CReSTeD inspec  on

√

Evidence of knowledge and ability to tackle underperformance √

Evidence of being innova  ve √

Evidence of being able to use data eff ec  vely √

Capacity to coach and support members of the Department √

Deliver eff ec  ve whole school CPD √

Ability to deal with confl ict √

Eff ec  ve use of ICT √

Ability to meet deadlines √

Willingness to run occasional holiday interven  on classes √

Availability to a  end evening mee  ngs √

Assessment of Professional Competence qualifi ca  on √

Trained to Level 7 in Special Educa  onal Needs √



Cobham Hall is housed in a beau  ful Grade 1 listed Tudor mansion built in 1584 and was at one stage home to the 
Ashes of cricke  ng folklore. The School is otherwise set in 150 acres of tranquil 18th Century park landscape in the 
pre  y village of Cobham in Kent.

The School is within half an hour of central London via the High Speed train service from Ebbsfl eet Interna  onal to 
London St Pancras and within an hour of the Channel ports of Dover and Folkestone by car.  

Cobham Hall was founded in 1962 and is a single sex Boarding and Day school for girls aged 11 to 18. It is a member 
of the Round Square network of schools and indeed when it became a member back in 1971 was, at the  me, the fi rst 
all-girls’ school to join the network.

The Round Square IDEALS are central to the School’s ethos, helping each student to realise that “there is more in 
you than you think”: the School’s mo  o. There is a high commitment to the personal wellbeing of each student and 
Cobham Hall is recognised as a leading innovator in this area.

The School’s aim is to ensure that students leaving Cobham Hall are young individuals who can step into the world with 
confi dence in their abili  es, who are eager to embrace opportuni  es, and who have an understanding and prac  cal 
experience of working alongside people from diff erent backgrounds and cultures.

Our small class sizes ensure that each student is able to be supported on their educa  onal journey and enables lessons 
to be dynamic and engaging. 

Full details of Cobham Hall’s most recent inspec  ons are available on its website at www.cobhamhall.com. In summary,
a full integrated ISI inspec  on in 2015 found the majority of areas looked at to be excellent, with the remainder all 
found to be good, whilst in 2019 the School received a very posi  ve report from CReSTeD.

For further details about Cobham Hall please refer to the School’s website, details of which are set out above. The 
School is an equal opportuni  es employer. We are commi  ed to safeguarding and promo  ng the welfare of children 
and young people and expect all staff  and volunteers to share this commitment. Successful applicants are subject to a 
DBS check.

Informa  on about Cobham Hall



Cobham, Kent DA12 3BL, United Kingdom
Tel: +44 (0)1474 823371 

vacancies@cobhamhall.com
www.cobhamhall.com

There is more in you than you think


