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                    JOB DESCRIPTION
                      Assistant Headteacher with Responsibility for Inclusion

Salary: Leadership Scale L7 – L11

Reporting to: Headteacher

A. Main Purpose
Accountable for the strategic direction and development of agreed areas, under the direction of the headteacher. This role is not class based but has a 50% teaching commitment which includes teaching specific groups. 
· Provide senior leadership of the inclusion strand within the school with overall responsibility for special educational needs and disabilities (SEND), higher performing pupils, free school meals/pupil premium, English as an additional language (EAL) and safeguarding including e-safety.
· Support strategic development of the school ensuring the best outcomes for all children.
· Support the creation and implementation of the school strategic plan.
· Have line management responsibility for teaching assistants, SENCo, midday supervisors, pastoral team and the extended school staff.
· Inspire, challenge and motivate others.
· Promote effective communication between other colleagues, the leadership team, the specialist Communication and Interaction Needs (COIN) centre and governors
· Participate in, and influence, school decision making

The post is in addition to those professional responsibilities, which are common to all class teachers on the main or upper pay scales, and is in accordance with the current STPCD and other current legislation

B. Leading Teaching and Learning

· Have a critical understanding of the most effective teaching and learning strategies.

· Be an outstanding role model and demonstrate how to use and adapt a range of teaching and learning strategies to ensure ALL children achieve high standards and make good or better progress than similar learners nationally.

· Use local and national data effectively to target for improvement and evaluate attainment and progress.
· Have a good understanding of assessment requirements for the curriculum taught and the value of assessment for learning (AfL).

· Have an up to date knowledge of the curriculum and related pedagogy.

· Contribute to professional development of colleagues through coaching and mentoring.

· Demonstrate excellent ability to monitor and evaluate the impact of the schools work and the teaching and learning taking place.
· Develop positive and constructive relationships with all members of the school community.
C. Specific Functions and Tasks

1. Special Educational Needs and Disabilities (SEND)
A. Strategic Direction and Development

a) Organise and manage the SEND policy review ensuring all statutory requirements are met.
b) Organise and manage action plans for development and resourcing of SEND, monitoring progress to make further improvements.
c) Participate in monitoring, evaluation and review of SEND policy and practices.
d) Provide advice to the headteacher and governors to ensure objectives of the SEND policy are reflected in the school’s strategic plan.
e) Analyse and interpret relevant national, local and school data plus research and inspection evidence to inform the SEND policy.
B. Provision for Pupils
a) Organise effective management systems to ensure children’s needs are identified and met.
b) Manage systems for monitoring and recording the progress made by pupils with SEND towards the achievement of targets.
c) Help maintain effective partnerships between parents and staff to promote pupils’ learning; managing the provision of information to parents about targets, achievements and progress.
d) Maintain effective liaison with external agencies to provide maximum support for pupils with SEND.
C. Leading and Managing Staff

a) Co-ordinate and manage work programmes of staff assigned to work with pupils with SEND.
b) Participate in appraisal and/or professional development procedures for staff involved in working with pupils with SEND.
c) Organise regular opportunities for specialist teachers, support staff and other teachers to review the needs, progress and targets of pupils with SEND.
d) Co-ordinate the professional development of staff in relation to the effective provision for pupils with SEND and contribute to the support organised for newly qualified teachers.
e) Lead the pastoral team and oversee the school’s work on staff and pupil well-being and mental health.
D. Efficient and Effective Use of Resources

a) Establish resource requirements and priorities for expenditure for SEND provision.
b) Manage the SEND budget allocating resources to meet objectives of the SEND policy.
c) Deploy staff to work with pupils with SEND ensuring the most effective and efficient provision is met.
d) Contribute to risk assessments relating to the provision of SEND.
2. Higher Performing Pupils
a) Work with the higher performing pupil leader to ensure all statutory requirements are met and provision for these children is effective.
3. Parents and Community
a) Develop and maintain relationships with secondary schools and ensure procedures are in place for the smooth transition of children to these schools.
b) Develop and keep under review the methods by which we seek the views of parents and deal with parental complaints.
c) Explore and build relationships with other educational providers of benefit to the school, children and parents.
d) Develop opportunities for wider community involvement, including provision of parent learning.
e) Monitor and evaluate provision for parental and community involvement.
f) Forge strong links with hard to reach parents and ensure that all families are engaged with the school.
g) Work with parents to develop and celebrate different aspects of inclusion e.g. PSHE, EAL, religious festivals so that all our families have a sense of belonging.
4. Lunchtime and Extended Schools Supervision
a) Determine and manage routines and procedures, including staff deployment, to ensure the health and safety of children at breakfast club, lunchtime and Treetops.
b) Provide line management for the senior lunchtime supervisor and lunchtime supervisors organising training where appropriate.
c) Provide line management for the Treetops and breakfast club staff, oversee the provision and provide training where appropriate.
5. Free School Meals/Pupil Premium 
a) Develop procedures to monitor progress of pupils who attract Pupil Premium funding.
b) Prepare information for annual publication how well Pupil Premium has been used by the school to narrow the attainment gap between disadvantaged pupils and their peers.
6. Safeguarding Children

A. Behaviour and Anti-Bullying

a) Monitor the behaviour management policy and procedures to ensure as far as possible the school is free from bullying, racism and other forms of harassment.
b)
Regularly assess training needs of all staff in relation to behaviour management arranging training as appropriate.
c)
Ensure there is a coherent, appropriately resourced, programme for children to develop emotional skills and attitudes that will help them form and maintain constructive relationships with others.
d)
Maintain appropriate information about pupil behaviour to enable the headteacher and governors to monitor pupil behaviour and report to governors annually on behaviour and actions taken to maintain good behaviour.
e)
Develop and manage procedures so parents can be kept informed of their child’s behaviour
f)
Develop and manage the means for celebrating good behaviour of pupils.
g)
Ensure procedures for exclusions meet statutory requirements and LA best practice.
B. Attendance
Lead the school attendance team to provide the following:
a) Ensure procedures for maintaining registers comply with statutory requirements.
b) Ensure incidents of non-attendance are quickly followed up and reasons identified.
c) Devise and manage whole school initiatives to improve attendance and punctuality.
d) Ensure attendance and punctuality figures for each class are collated weekly; efficiently and effectively, and trends are identified.
e) Present a termly report to governors and SLT on attendance and actions taken to ensure continuous good attendance.
f) Ensure good liaison between the school and the Inclusion Service making full use of all facilities of that service to promote good attendance.
g) Keep under review communications sent to parents regarding attendance and punctuality ensuring they are clear and designed to promote good attendance.
h) Liaise with the LA in determining the annual school target for attendance.
C.
Child Protection

a)
Ensure procedures for the protection of pupils are effective and in line with the LA child protection arrangements.
b)
Act as a Designated Safeguarding Lead (DSL) for the school, maintaining up-to-date information about relevant procedures and practices.
c)
Maintain good relationships with external agencies who may have a legitimate interest in matters relating to child protection.
d)
Ensure all staff are aware of, and can implement, procedures for the care, welfare and health and safety of children organising and managing appropriate staff training.
e)
Report annually to governors on child protection and Looked After Children.
D. Other Safeguarding Aspects
a)
Ensure the school complies with all statutory requirements and good practice within the areas of race equality, looked after children and missing/lost children.
b)
Devise and manage school procedures and practice within the above areas, include any necessary monitoring and evaluation and staff training.
c)    Work as the designated teacher for looked after children and liaise with families and external agencies to support these children.
d)    Ensure that children with medical needs have the appropriate support and care plans in place.
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Appointment to this post will be subject to an enhanced Disclosure and Barring Service (DBS) check and a childcare disqualification check.
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PERSON SPECIFICATION

Assistant headteacher with responsibility for Inclusion

	Attributes
	Essential 
	Desirable

	Qualifications and experience
	· QTS status & 3 years teaching experience

· Successful experience of developing the skills of colleagues

· Leadership experience in a school

· Successful experience of leading whole school change
· Experience of working with pupils with SEN
· Successful experience as a curriculum leader in a core area
	· Further qualification or nationally recognised courses undertaken

· Experience of teaching across more than one key stage



	Teaching and Learning
	· Talented and outstanding teacher

· Have very high expectations

· Able to cater for the needs of all pupils

· Track record of adding value to pupils learning

· Excellent knowledge of and creative approach to the curriculum

· Outstanding classroom management and organisation skills

· Ability to use ICT creatively to enhance learning
	· Understanding of enquiry based learning approaches

· Good understanding of what constitutes quality teaching and learning



	Leadership and management
	· Commitment to promoting equity, high standards and excellence

· Have a proven track record in developing others and the ability to inspire, challenge and influence the practice of others

· Ability to deal with difficult and critical situations when they arise

· Ability to lead whole school development and change

· Ability to prioritise and plan effectively

· Understanding of school evaluation, planning and monitoring
	· Be aware of good practice and current trends in education.

· Awareness of own strengths and weaknesses



	Personal Qualities
	· A passion for and commitment to education and making a difference

· Excellent communication, organisational and interpersonal skills

· A positive, ‘can do’ attitude

· A successful and reflective professional learner

· Loyal and supportive

· Ability to build positive and constructive relationships
· Have a high level of resilience and perseverance
	· Be able to think creatively to anticipate and solve problems

· Be able to work effectively as both a team member and leader
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