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	Crofton Schools Academy Trust
	

	
	Crofton Schools Academy Trust  is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
	


	JOB DESCRIPTION



	TITLE: 
Assistant Headteacher - Inclusion Leader – Junior School
HOURS: 
Full Time
	GRADE:    
Leadership 6-10
REPORTS TO: 
Head Teacher

	MAIN PURPOSE OF THE JOB

To lead on the strategic direction, development and promotion of inclusive practices, including safeguarding, throughout the school. This will include organising, monitoring and supporting school policies and procedures and analysing pupil assessment data to ensure high quality outcomes for all groups of learners and specifically pupils with English as an Additional Language (EAL); Special Educational Needs and Disabilities (SEND) and Behavioural, Emotional or Social Difficulties (BESD) and those children who are Looked After Children (LAC)

	KEY RESPONSIBILITIES:

In conjunction with the Senior Management Team the Assistant Headteacher will lead on:

· School Self Evaluation and Development Planning.

· The development of an exciting and effective curriculum for Key Stage Two pupils.

· The ongoing review and development of effective teaching and learning strategies throughout the school.

· The use of data analysis to drive school improvement.

GENERAL RESPONSIBILITIES:

In addition to carrying out the professional duties of a teacher, the Assistant Head Teacher will support the:

· Review and development of the aims and objectives of the school.

· Establishment of whole school policies and practices.

· Management of staff and resources in line with these policies and practices.

· Monitoring standards, quality and outcomes in order to evaluate progress on priorities set.

OTHER RESPONSIBILITIES:

As a member of the Senior Management Team the Assistant Headteacher will:

· Share with the Management Team responsibility for the administration and management of the school.

· Share responsibility with the Management Team for promoting high standards of attitude and behaviour.

· Share responsibility for planning and decision making in all aspects of school life.

· Attend meetings with the Head Teacher and meetings of the Management Team.

· Attend and advise meetings of the governing body and its committees as required.

· Attend the Parent Teacher Association activities and support school functions.

· Take a share of assemblies.

· Collaborate with all staff (both teaching and non-teaching) and with parents, governors, the LA, outside agencies and the wider community.

· Support the value and policies of the school and promote high levels of achievement.

· Foster a climate within the school which promotes the social, moral, spiritual and cultural development of the pupils.

· Support the creation, implementation and monitoring of the school within the national and local context, taking sole responsibility for appropriately delegated aspects of it.

· Support all staff in meeting personal targets and helping in achieving the priorities and targets which the school sets for itself and line manage the performance management of main scale teachers.

· Support the evaluation of the effectiveness of the school’s policies and developments.

· Ensure that parents and carers are well informed about the school curriculum, its targets, children’s attainment and their part in the process of improvement.
· Keep the website updated with SEN, Pupil Premium and Safeguarding information.
LEARNING AND TEACHING - GENERAL:

In co-operation with and under the direction of the Head Teacher, the Assistant Headteacher will be expected to:

· Develop classroom environments and teaching practice which secures effective learning across the breadth of the school curriculum.

· Provide a professional model, clearly demonstrating effective teaching, classroom organisation and display, and high standards of achievement, behaviour and discipline.

· Take responsibility for the development and monitoring of curriculum areas and aspects of the whole school curriculum as required.

· Support the Head Teacher and the Assessment Manager in the monitoring of the quality of teaching and children’s achievements, including the analysis of performance data.

· Support the Head Teacher in developing links with parents, carers, other schools, educational institutions and the wider community, in order to enhance teaching and learning and children’s personal development.

LEADING AND MANAGING STAFF:

In co-operation with and under the direction of the Head Teacher, the Assistant Headteacher will be expected to:

· Provide support for the continuing development of all staff.

· Communicate between the staff and the Head Teacher in matters of ethos, policy, organisation and discipline;

· In conjunction with the Assistant Head Teachers, play a key role in the school’s performance management programme to raise standards.

· Assist in the appointment and development of the whole school team which offers expertise in all curriculum areas, with clearly defined roles and responsibilities.

· Assist in the compilation, supervision and operation of timetables and rotas.
· Develop training for support staff.
TEACHING AND LEARNING RESPONSIBILITY - SEND AND EAL SPECIFIC:

· Through consultation with colleagues keep the Special Educational Needs and Disabilities Policy and support documents up to date. To regularly evaluate its effectiveness and provide professional leadership when necessary.

· To ensure that the recommendations in the Special Educational Needs Code of Practice (C of P) and Equalities Act are fully implemented throughout the school and that staff are fully aware. 

· Advise teachers on suitable learning programmes for pupils with SEND and EAL and Pupil Premium.

· To liaise with external agencies as and when required.

· To be fully informed of developments and initiatives in the area of SEND, EAL and Pupil Premium.. 

· To keep the Vulnerable Pupil File up to date and inform staff of any changes. 

· To be responsible for monitoring the quality of special educational needs teaching and learning support throughout the school.
· To lead on and manage SEND, EAL and Pupil Premium initiatives on the School Development Plan that will provide high quality outcomes for children with SEND and EAL and Pupil Premium.

SPECIAL EDUCATIONAL NEEDS CO-ORDINATION:

· To liaise with the Assistant Head Teacher to ensure that appropriate assessment arrangements are in place to support pupils with SEND
· To ensure that all pupils on SEN Support and EHCP’s have Personal Education Plans and Provision Maps in place which are reviewed termly in accordance with school policy.

· When appropriate to meet with pre-school and Junior School colleagues to facilitate the transfer of information on pupils on the C of P between Key Stages 

· To advise teachers and learning support assistants about suitable learning programmes for pupils with SEND.
· To apply for KS2 Additional time for SATS.
· Meet with parents to discuss the special educational needs of their pupils an advise them on how they can best support their children

· To organise pupil review dates and times.

· To ensure all review reports and information are collated and appropriately distributed.

· To lead review meetings and ensure they are appropriately documented.
· To liaise with external agencies as and when required.

· To organise and lead Inset training about the specific needs of individual pupils.

· To be fully informed of developments and initiatives in the area of SEND and Inclusion.

· To ensure that records are appropriately maintained and that evidence of pupils’ progress is recorded.

· To ensure that appropriate tracking and targets are in place for pupils in receipt of additional funding.

· To ensure that pupils with SEND are making sustained progress.
· To budget effectively SEN and Pupil Premium and update allocation documents on website.
LEARNING SUPPORT MANAGEMENT:

· To organise the timetables for individual support assistants in collaboration with Assistant Head Teachers.

· To organise an induction and training programme for newly appointed learning support staff in collaboration with Assistant Head Teachers.

· To ensure that the appraisal cycle for support staff is completed each year.

· To be responsible for the training programmes for teaching and learning assistants.

· To plan, organise and lead on training and development issues associated with SEND and Pupil Premium.
· To ensure that the policies and guidelines for supporting children with medical needs are regularly reviewed and evaluated. 

· To advise staff on the management of children with social and emotional needs with Learning Mentor and ELSA. 

· To bring to the Head Teacher’s attention issues and concerns related to children’s social and emotional difficulties related to barriers to learning.

· Provide written guidance on good practice for staff when required to do so. 

· Regularly update parents and pupils on SEND, EAL, SEMH and Pupil Premium issues.

.
SAFEGUARDING MANAGEMENT:
· To be the designated officer for safeguarding and child protection for the school.
· To lead in facilitating the development of safeguarding and child protection policies, training and procedures and guidance for the academy trust.

· To receive and co-ordinate referrals, arranging action and reviewing services for children and families.

· To maintain accurate, confidential and up to date documentation on all cases of safeguarding and child protection.

· To work directly with children in need and their families in order to promote, strengthen and develop the potential of parents/carers and their children in order to prevent children becoming looked after and/or suffering significant harm.

· To provide support and guidance to carers and provide planned interventions as part of agreed plans for children.

· To ensure that students who are victims of abuse are supported appropriately and sensitively and that all actions assigned to school from planning and intervention meetings are successfully carried out and monitored. 

· Attend and participate in Child Protection Conferences and Planning and Review meetings whilst working closely with colleague’s in Children’s Services as required, some of which may take place out of normal working hours.  This will include negotiating between child, family and commissioning worker, to identify the support package required.

· Plan and complete professional assessments of need and risk in respect of parents and carers using the Department of Health and the Local Authority criteria for children in need and significant harm.  Taking the lead responsibility to co-ordinate the multi-agency approach to prevent and address child protection issues and children in need within the academy.

· To maintain confidentiality at all times.

· To liaise and co-ordinate with Academy colleagues and outside organisations regarding the Common Assessment Framework and to co-ordinate and monitor all referrals and recommendations within the academy.

· To complete LA audit on Safeguarding and report to Governors.

· To initiate, lead and review CAFS.
OTHER DUTIES:

· Any other issues commensurate with the level of the post held.




This job description can be amended at any time following discussion between the Head Teacher and the member of staff.
Head Teacher signature: ___________________________________
Date:                                   ___________________________________
Employee signature:        ___________________________________
Date:                                   ___________________________________
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