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Colham Manor Primary School
Job Description 

Assistant Headteacher Inclusion 

Core Purpose of the Post

To strategically manage, lead, develop and support, effective practice for vulnerable pupils including those with additional educational needs. To ensure their needs are addressed in the most effective way and, where possible appropriate way so that they are able to make rapid progress in line with the school’s expectations.

Note:

In the context of this Job Description, pupils with additional educational needs are deemed to include:

· Pupils on the school’s Special Educational Needs Register;

· Pupils with identified specific learning difficulties;

· Pupils with identified behavioural and emotional problems;

· ‘Looked After’ pupils;

· Pupils whose first language is other than English;

· Pupils eligible for free school meals;

· Pupils belonging to ethnic minorities;

· Pupils of Romany, Gipsy or Traveller families;

· Pupils with medical needs;

· Pupils who are Able, Gifted and Talented in a particular area;

· Pupils who the Headteacher considers have previously received, for any reason, an inadequate or compromised education.

Main Responsibilities

· Strategic direction and development of additional needs provision.

· To ensure teaching and learning is inclusive for all pupils.

· Leading and managing staff.

· Efficient and effective deployment of staff and resources.

· Ensure the school is complying with the Public Sector Equality Duty.

Strategic Direction of additional needs provision

· Ensure effective systems of communication, including feedback about pupil’s learning to inform future planning.

· Monitoring the quality of additional needs support by establishing effective systems to identify and meet the needs of pupils, whilst ensuring that the systems are co-ordinated, evaluated and regularly reviewed.

· Ensure that the objectives of the additional needs policy are reflected in the school improvement plan. Assess progress against targets for school self-evaluation processes.

· Liaise with and co-ordinate the contribution of external agencies.

· Maintain up-to-date knowledge of National and Local initiatives which may impact upon policy and practice.

Progress and Achievement of Pupils

· Monitor the achievements, welfare, attendance and behaviour of pupils and follow up the progress reviews, liaising with other staff and parents when appropriate.

· To ensure pupils with SEND are placed on the appropriate stage for their needs.

· To manage the process of applying for EHCPs where applicable.

· Be accountable for the progress of pupils on the SEND register.

· Maintain the school’s SEND register both on paper and electronically.

· To develop and oversee provision mapping.

· To action and oversee provision for the more able.
· To manage the transition and induction of casually admitted children.

· Liaise with other staff, feeder schools particularly regarding transition, and external agencies such as EWO, EP, etc.

· Liaise with parents and carers.

· Meet regularly with Attendance Officer and EWO to monitor attendance and punctuality.

Teaching and Learning

· Influence the Teaching and Learning policies to promote aspects of inclusive teaching.

· Lead INSET regularly and where appropriate; chair the meeting and be a part of working parties.

· Provide opportunities for observation of colleagues/visits to other schools in order to share best practice.

· Collect and interpret specialist assessment data gathered on pupils and use to inform practice.

· Work with pupils, subject leaders, class teachers to ensure realistic and high expectations of behaviour and achievements are set for additional needs pupils.

· Plan and manage work of the Inclusion team.

· Identify appropriate interventions and intervention groups. Ensure they are monitored regularly for effectiveness and impact.

· Support developments and initiatives to improve standards in literacy and numeracy, as well as access to the wider curriculum.

· Support the Headteacher in meeting statutory responsibilities for EHC Plans and their Annual Review.

· Lead Annual Review meetings for Educational Healthcare plans.
Leadership and Management

· Lead the team and be instrumental in planning for continual improvement and make a contribution to the evaluation of the work of the Inclusion team.

· Promote an atmosphere of continuing professional development and share good practice with colleagues.

· Contribute to the whole school policy by being an active member of the SLT team.

· Contribute to the school’s development plan.

· Support the professional development and induction of all staff, including newly qualified teachers and initial teacher training students.

· Review annually a coherent set of Inclusion job descriptions and oversee their implementation.

· Contribute to the selection, and promotion, of staff, including the writing of references. Be involved in short-listing and interview procedures.

· Manage effectively all staff connected with the Inclusion team.

· Advise the Headteacher and Deputy Headteacher on all staffing matters within the department.

· Appraise all Inclusion team colleagues on an annual basis and others as required.

· Encourage all staff to recognise and fulfil their statutory responsibilities.

· Develop proformas for essential repetitive paperwork, in order to create an administrative infrastructure as part of an effective communications system.

· Identify the training needs of staff and organise/co-ordinate INSET to be delivered by other professionals.

· Disseminate procedural information such as recommendations of the code of practice or the schools own Inclusion policy.

· Provide regular information to the Headteacher and Governing Body on the evaluation of the effectiveness of provision for pupils with additional needs, to inform decision-making and policy review.

· Liaise with the Inclusion Governor.

· Be part of the school’s Safeguarding Team as a deputy designated lead (DDSL).

Efficient and Effective Deployment of Staff and Resources

· Draw up, monitor and evaluate the annual Inclusion budget and annual Inclusion action plan.

· Provide advice to Headteacher and SLT relating to resource requirements, the deployment of staff and timetabling in relation to the support of Inclusion.

· Organise and co-ordinate the work of colleagues to ensure appropriate deployment of learning resources including ICT.

· Maintain existing resources and explore opportunities to develop or incorporate new resources from the wide range available within and externally to the school.

· Liaise with the EP to prioritise use of the service level agreement and bought in service.
 Curriculum

· Ensure that work in support of schemes of work is developed and reviewed regularly in co-operation with all staff.

· Monitor planning for pupils with additional needs and support staff with appropriate provision. 

· Manage the department’s financial resources including, human and material resources to ensure the effective learning of all pupils.

· Construct the timetable of the Inclusion team.

· Contribute to the implementation of the safety regulations in accordance with the Health and Safety at Work Act 1974 and other DFE guidelines.

Equality 

· Lead the school in vision and strategy in achieving equality outcomes.

· Develop effective mechanisms for building and maintaining an accurate profile of the school community.

Standards and Quality Assurance
· Support the aims and ethos of the school.

· Set a good example in terms of professional dress, punctuality and attendance.

· Attend and participate in open evenings and school events.

· Uphold the School’s code of conduct and uniform code for pupils.

· Participate in staff training.

· Attend team and staff meetings.

· Develop links with Governors, Local Authorities and neighbouring schools.

Undertake such other duties that may be required from time to time at the request of the Headteacher.

This job description will be reviewed regularly and may be subject to modification and amendment after consultation.

