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Job description: Position

Name: 
Position: 		Assistant Headteacher – SENDCO & Inclusion Base Lead		
School:		Trinity High School		
Salary Grade:		Leadership Scale L8-L12  		
Hours: 		Full time 	 
Reporting to: 		Deputy Headteacher 

Responsible for:
· SEND provision across the school
· Inclusion Base
· SEND Team
· Inclusion Base staff
· Education, Health and Care Plan (EHCP) provision
· External agency liaison relating to SEND and Inclusion 
· Inclusion meeting
	
Core Purpose: 
To provide strategic leadership for Special Educational Needs and Disabilities (SEND) and inclusion across the school, ensuring that all pupils are -quality education and achieve ambitious outcomes.

To lead and manage the Inclusion Base, ensuring it delivers effective intervention, support and reintegration programmes that remove barriers to learning and improve attendance, behaviour, wellbeing and academic achievement.

To contribute as a member of the Senior Leadership Team to the strategic development and operational leadership of the school.  

KEY RESPONSIBILITES
1. Strategic Leadership of SEND
· Lead the development and implementation of the school's SEND strategy.
· Ensure full compliance with the SEND Code of Practice and statutory responsibilities.
· Monitor the quality and effectiveness of SEND provision across the school.
· Evaluate the impact of interventions and provision using robust evidence and data.
· Ensure SEND remains a key priority within the School Improvement Plan.
· Advise governors and senior leaders on SEND matters and emerging developments.

2. Leadership of the Inclusion Base
· Provide strategic and operational leadership for the Inclusion Base.
· Develop a high-quality provision that enables pupils to successfully engage with education.
· Ensure clear entry, support and reintegration pathways.
· Monitor attendance, behaviour, safeguarding and progress of pupils accessing the provision.
· Develop personalised programmes that promote successful outcomes and long-term reintegration.
· Ensure that provision remains ambitious, purposeful and focused on improving life chances.

3. SENDCo Responsibilities
· Maintain and oversee the SEND register.
· Lead annual reviews and EHCP processes.
· Coordinate provision for pupils with SEND.
· Ensure reasonable adjustments are implemented effectively.




· Work collaboratively with teaching staff to improve adaptive teaching and inclusive classroom practice.
· Support staff in meeting the needs of pupils with SEND.
· Ensure records and statutory documentation remain accurate and compliant.

4. Teaching and Learning
· Lead whole-school improvement in inclusive classroom practice.
· Monitor pupil progress and attainment for SEND learners.
· Support curriculum leaders in removing barriers to learning.
· Ensure staff receive appropriate guidance and training.
· Promote evidence-informed approaches to SEND and inclusion.

5. Leadership and Management
· Line manage members of the SEND and Inclusion Team.
· Conduct performance management and staff development processes.
· Develop staff expertise through coaching, training and professional development.
· Contribute to the wider strategic leadership of the school as a member of SLT.
· Lead whole-school initiatives for the entire inclusion and disadvantaged agenda as directed by the Headteacher.

6. Safeguarding, Attendance and Welfare
· Ensure vulnerable pupils receive appropriate support and intervention.
· Work closely with safeguarding, attendance and pastoral teams.
· Liaise with external agencies including Educational Psychology, CAMHS, Children's Services and the Local Authority.
· Promote strong attendance and engagement among SEND pupils.
· Maintain effective partnerships with parents and carers.

7. School Culture
The successful candidate will:
· Be obsessively relentless about standards and expectations.
· Place academic achievement at the heart of inclusion.
· Maintain uncompromising expectations for all pupils.
· Be highly visible and lead from the front.
· Go the extra mile for children and families.
· Demonstrate a deep moral purpose and commitment to improving life outcomes

8. Other 
The successful candidate must:
· Be relentlessly focused on standards and accuracy — recognising that small administrative errors can have significant consequences and ensuring systems are robust and dependable.
· Take ownership — accept responsibility for key systems and processes, solve problems, follow through actions and avoid passing issues on unnecessarily.
· Lead people well — set clear expectations, communicate calmly, support colleagues and address underperformance or inconsistency appropriately.
· Be highly organised and responsive — manage competing deadlines, adapt to changing priorities and maintain service quality during busy periods.
· Communicate professionally — build constructive relationships with students, families, staff, visitors, agencies and external partners.
· Act with integrity and discretion — handle confidential information appropriately and model the school’s expectations for safeguarding and professional conduct.
· Additional requirements
· Demonstrate a flexible approach to the delivery of the work. The post holder may be required to perform work not specifically identified in the job profile but which is in line with the general level, scope, grade and responsibilities of the post.
· Carry out the work of the job in a way that is consistent with the culture, ethos, equalities and inclusion policies of the school.
· Undertake all duties with due regard to health and safety legislation, data protection under GDPR and the school’s acceptable use of ICT policy.

OTHER RESPONSIBILITIES
In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work at the school will include the following.
Other Duties
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training
· To undertake such other duties/training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job
· To undertake health and safety duties commensurate with the post and/or as detailed in the Academy’s Health & Safety Policy

Personal and Professional Conduct 
· To play a positive role in the life of the school community;
· To maintain a high standard of discipline, appearance, punctuality and commitment in all Pupils;
· To promote parental and community involvement in the life and work of the school;
· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school.
· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality.
· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community.
· Respect individual differences and cultural diversity.
· Safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.

Contacts
In all contacts the post holder will be required to present a good image of the school in line with its ethos and values, deal with people in a professional manner, and maintain constructive relationships.

Internal:	Staff colleagues		
Pupils	

External:	Parents
External agencies

EQUAL OPPORTUNITIES 
Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.

The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the School’s Equal Opportunities Policy

NOTES:
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

The school reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

This job description will be reviewed annually as part of staff appraisal.


Date issued:

Signed:

Employer name:
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