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	CHARLES DARWIN SCHOOL

APPOINTMENTS

Assistant SENCO
36 hours a week, 40 weeks a year

£33,101 pay award pending (actual salary)




THE SCHOOL

Charles Darwin School is a highly successful co-educational comprehensive school for students aged 11-18 which has been serving the local community since 1973.  

Charles Darwin is a “good” school (Ofsted 2023) with an ethos that encourages academic rigour, high expectations and a well-disciplined approach to learning.  The school is very popular and has 1320 students including the Sixth Form.

Set in the heart of the green belt and on the edge of Biggin Hill, yet within easy travelling distance to London, the school is surrounded by open spaces.  The school has extensive sports and community facilities which include floodlit tennis courts, a sports hall, a multi-purpose hall, a fitness suite and a floodlit 3G pitch.  The school also runs the Darwin Leisure Centre which is located on the school site.

At the heart of the school are its distinctive ethos and a shared vision which are supported by the staff, students, parents and governors.  This ethos and vision have helped to create a very strong caring and cohesive community based on the enduring values of high achievement, friendship, respect and compassion for others.  This philosophy is supported and evidenced by the excellent relationships which exist between the staff and students.  

Charles Darwin staff are friendly, hardworking and conscientious.  The school enjoys a low staff turnover and is able to attract and retain well qualified and committed staff.  We actively promote continuing professional development for all staff, in line with the needs of the individual and those of the school.  We offer a full and comprehensive induction and ongoing support programme for all new staff.  

The school is a founder member of the highly regarded Bromley Schools Centred Initial Teacher Training Collegiate which enables our staff to share their expertise and good practice with others.

Staff wellbeing is a key focus for the school with an Assistant Headteacher having specific responsibility in this area. Staff enjoy a number of benefits including free on-site parking, free tea/coffee at break, child-care vouchers, a cycle to work scheme, free flu vaccinations and the opportunity to join outstanding residential trips such as trips to Iceland, and the annual ski-trip.  

“Staff are proud to work at the school”

“Leaders have considered the workload of staff and have taken effective steps to improve staff well-being”

(Ofsted 2023)

THE TRUST

The successful candidate will join us at an important and exciting time following our merger with Lumero Educational Trust on 1s t April 2024.  Lumero Educational Trust is made up of four secondary schools: Charles Darwin School, Bullers Wood School for Girls, Bullers Wood School for Boys and Chislehurst School for Girls and eight primary schools, including Biggin Hill Primary School which is located a short distance from Charles Darwin.  The merger has created a formidable educational institute of learning that will benefit all concerned without compromising the established identities of each school.  This will give additional opportunities for enhanced professional and career development for colleagues working within the new Trust.
“Leaders have considered the workload of staff and have taken effective steps to improve staff well-being”

(Ofsted 2023)

THE POST

This full-time, term time only, post is available June 2026. 

We are seeking to appoint an Assistant SENCO to provide support to the school’s SENCO and the Learning Development department in the provision for pupils identified as having Special Educational Needs (SEN), including promoting high quality teaching, a diverse curriculum, effective use of resources and high standards of learning and achievement for all pupils.

This Assistant SENCO will work closely with the SENCO and Learning Development Department to take an active interest in the wider aspect of learning support and inclusion within the school, helping to remove barriers to learning where they exist. 

The successful candidate will also work with an allocated group of key SEND students, delivering suitable programmes of work and being the first point of contact in respect of their needs.  
Applicants should have experience of working in an SEN department, supporting children with various special educational needs, teaching in small groups and undertaking relevant interventions.  
This post would suit someone with HLTA experience with SEN students. 
The SEND department is line managed by the school’s SENCO and includes a SEND Administrator and a Senior Learning Support Assistant who line manages a team of Learning Support Assistants who provide small group and 1:1 interventions alongside in-class support for students.

Previous experience of a similar role in a school would be advantageous. 

Specific duties are detailed in the attached job description.

The post is offered at Senior Officer 1 of the NJC Outer London pay scale, actual starting salary is £33101 - pay award pending. 
The post holder will be required to work 5 days a week, 40 weeks per year (i.e. pupil days plus 7 days to be worked during school closure).  The standard working day is 08.00 – 16.00 Monday to Friday.
The successful candidate will be eligible to join the Local Government Pension Scheme.

Please note that holidays during term time are not permitted.  

THE PERSON

The person appointed to this post will:
· Have knowledge and understanding of SEND

· Have experience of working with students with Special Educational Needs. 
· Be committed to achieving the best outcomes for all students

· Be able to evidence an active contribution to the successful development of students with SEND related issues or other significant vulnerabilities

· Have experience of working within a team, advising colleagues of SEN issues and suggesting strategies for support
· Have experience of working with small groups of SEN students to deliver specific intervention

· Have good IT skills with a working knowledge of Microsoft Office.   A working knowledge of SIMS, or equivalent school management system would be advantageous
· Have the ability to communicate with children and members of staff clearly and accurately

· Have effective oral and written communication skills with a good standard of English
· Have strong interpersonal skills

· Be honest and trustworthy

· Be patient and empathetic

· Be able to remain calm under pressure and meet statutory and internal deadlines

· Have the ability to work as part of a team or alone as necessary

· Be reliable and punctual

· Have common sense and initiative

· Be aware of confidentiality guidelines
· Have knowledge of child protection issues and when it is important to pass on information
· Have a commitment to equal opportunities and to safeguarding and promoting the welfare of children and young people

How to Apply
1. Read carefully all the information about this post included in this candidate pack.
2. If you have any questions, please do not hesitate to telephone or email Julie Hodgkinson, Personnel & Administration Manager, on 01959 578806  or jhodgkinson@cdarwin.com. Please also contact her if you wish to visit the school before applying.
3. Complete the application form from our website as fully as possible. If there is insufficient room on any section of the form, please provide the additional information on a separate sheet.  Please note that your application form will be photocopied for the Selection Panel, therefore clarity is essential. It is important that you do not leave any gaps in your career history – any gaps in employment should be fully explained.
4. In your Letter of Application, please respond to the following:
5. “With reference to the person specification, and providing clear evidence of the impact on your actions, please outline how your personal qualities and experience are relevant to the post and will enable you to make an effective contribution to the SEND Department.”
Send your completed application form via email to Julie Hodgkinson – jhodgkinson@cdarwin.com    
Application Deadline: 9.00am on Tuesday 12th May.  Interviews will be held the week commencing 18th May, however we reserve the right to appoint prior to this date should a suitable candidate be found.
Appointment Process
1. Suitable applications will be shortlisted and invited for interview. 
2. If you are successful, you will receive either a phone call and/or email inviting you to attend for interview.  It is therefore important that you give us a daytime telephone number and/or an email address that you regularly access so that we can contact you to make the necessary arrangements if you are shortlisted.
3. If you require any assistance in attending for interview, please let us know the nature of that assistance in good time so that we may make appropriate arrangements.
4. Candidates invited to interview will:
· Usually have an opportunity to meet key staff.
· Be asked to teach a lesson (if a teaching post)
· Have an interview and/or presentation with members of the Senior Leadership Team.
Pre-employment Checks

Charles Darwin School is committed to safeguarding and promoting the welfare of children and young people, and an appointment will be subject to a satisfactory enhanced disclosure from the Disclosure and Barring Service. Please note that an enhanced check will reveal all criminal convictions on record, including those that might be considered “spent”.  

This post is exempt from the Rehabilitation of Offenders Act (ROA) 1974. It is an offence to apply for this role if the applicant is barred from engaging in regulated activity relevant to children. 

The school’s Safeguarding and Child Protection Policy is available on our website: www.cdarwin.com.

The successful applicant will also be required to:
· Provide details of two referees who know you in a professional capacity, if at a school, one of which must be your current Headteacher.  References will be taken up prior to interview. Please provide an email address for your referees and ensure that they are expecting a request.  Employment is conditional on these references being deemed satisfactory.
· Provide proof of all relevant qualifications.
· Provide proof of eligibility to work in the UK
· Complete a Medical Declaration and receive fitness to work.

Policy on Equal Opportunities

Charles Darwin School is an Equal Opportunities employer and appointments are based on the applicant’s ability to meet the requirements of the position.  The school is opposed to any form of discrimination against any individual or group and welcomes the fact that our school includes a diversity of individuals from many races and cultures.  Behaviour which is discriminatory on the grounds of race, colour, culture, nationality, gender, sexual orientation, disability, religion, will not be tolerated.
All of our teaching staff are employed under national conditions.  The School Teachers’ Pay and Conditions Document is binding on the school and regulates the employment of School Teachers.  The document can be accessed at: http/www.teachernet.gov.uk.
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CHARLES DARWIN SCHOOL

Job Title:

Assistant SENCO 

Post Holder:



Responsible To:
SENCO 

Responsible For:
Assisting the SENCO and Learning Development 




Department in the provision for pupils with Special 




Educational Needs  

Grade:

Scale – NJC SO1 

Hours:

36 hours per week, 40 weeks per year (pupil days + 7 



additional days)




The post holder will be expected to work from 08.00 - 16.00

Duties and Responsibilities

1.
Main Responsibilities:

· To be responsible with other colleagues for the SEND office and to ensure that the area is well organised and that a business and professional environment prevails  

· To ensure work is presented to a high standard and that personal contacts are conducted in an efficient and courteous manner

· To ensure confidentiality is observed at all times with regard to the work of the school

· In all aspects of the post to have regard to the school’s policies including Equality and Child Protection

· To maintain training commensurate with the role
2.
Main Purpose
· To assist the SENCO and Learning Development team in managing the provision for pupils identified as having Special Educational Needs, including promoting high quality teaching, a diverse curriculum, effective use of resources and high standards of learning and achievement for all pupils. 
· To work closely with the SENCO and Learning Development department and to take an active interest in the wider aspects of learning support and inclusion within the school, helping to remove barriers to learning where they exist.
· To work with the SEND team in achieving statutory objectives.
3.
Key Accountabilities

· Assist the SENCO with the identification, assessment and provision for all children with Special Educational Needs or disabilities including potential responsibility for Access Arrangement procedures and testing
· Support the SENCO with planning a strategic vision for the Department 
· Raising standards of SEND student inclusion, attainment and achievement by monitoring and supporting student progress
· Advising staff with developing a broad, balanced and inclusive curriculum to help SEND learners succeed
· Collaborating in the preparation for and hosting of Annual Review meetings with students and families
· Liaising with staff about students with SEND and, where necessary, under the guidance of the SENCO, refer students to the appropriate external agencies for further support
· Engage in liaison meetings with appropriate outside agencies, under the direction of the SENCO and to facilitate opportunities for external agencies to work with students and staff when appropriate
· Advising staff as appropriate of the needs of students with SEND and of suitable methods and strategies to remediate these needs through the creation of ILPs.
· Monitoring student progress through the use of school wide assessment data to ensure that appropriate intervention strategies that raise overall standards are implemented via leading on the SEN support pathway. 
· Under the direction of the SENCO, managing and deploying available resources including assisting in the day-to-day line-management of staff working within the department
4.
Key Tasks

· To assist with the smooth day-to-day running of the Learning Development Department 

· To keep up to date with national developments in SEND and to remain informed of recommended teaching practice and methodology 

· In conjunction with the SENCO to research curriculum appropriate programmes of study for key SEND students

· To have an allocated group of key SEND students and be the first point of contact in respect of their needs 

· To plan and deliver small group interventions for SEND students programmes of work and in-class support strategies for students with SEND

· To assist in planning for staff development and INSET training with regard to SEND where appropriate

· To assist in the process of ensuring that students are tested for appropriate examination concessions in respect of their needs

· To provide termly reports to the SENCO on departmental intervention performance and resultant student progress so that interventions can be refocused as appropriate 

· To positively engage with parents and carers, forming strong links to communicate regarding all SEND issues relating to their child 

· To assist with the writing of applications for statutory assessment if required.
· To collate evidence for requests for assessments and additionally funded provisions that are submitted to local services and SEND/inclusion panels for pupils with SEND.

· To draft referrals, requests, reviews and responses for individual pupils, on behalf of the SENCo. Note that the SENCo however remains directly responsible for the content and all decisions made.

· Leads on referral processes including tracking the status of referrals and requests submitted

· Update provision maps.  This can include setting and review of provision/intervention targets if guided by clear target setting frameworks set by the SENCo, as well as maintaining accurate cost records.

5.
General

· Such other duties commensurate with the level of the post as may be required from time to time.

Accountability and Discretion

· To take and be accountable for all decisions made within the parameters of the job description.

Notes:

1.
This job description is not necessarily a comprehensive definition of the post.  It will be reviewed regularly and may be subject to modification or amendment after consultation with the post holder.

2.
This job description will form the basis of the post holder's appraisal.

3.
All staff at Charles Darwin School are expected to work in line with the School's Aims and Policies and endeavour to maximise pupil potential.

Signed .......................................................................   Date ................................

April 2026

