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JOB DESCRIPTION
	POSITION:  
	[bookmark: _Hlk221536729]Assistant Headteacher for Inclusion (SENCo)

	REPORTS TO:  
	Deputy Headteacher/Headteacher

	PAYSCALE: 
	L8-12

	CONTRACT: 
	Permanent

	LOCATION: 
	Haybridge High School, Hagley. There will be some additional travel to other schools. 


 
PURPOSE OF THE JOB 
All Assistant Headteachers play a critical role in the life of the school. The Assistant Headteacher for Inclusion (SENCo) will support the Headteacher and Deputy Headteacher in:

· Leading the Trust and school’s Inclusion Strategy
· Leading the school’s SEND strategy 
· Fostering a culture of inclusivity and high standards
· Undertaking the role of the Special Educational Needs Coordinator (SENCO) 
· Undertaking the role of Designated Teacher for CLA
· Supporting the development of high achieving classrooms with Quality First Teaching (QFT)
· Raising levels of achievement amongst those students identified in the list below
· Providing strategic oversight for vulnerable groups (as outlined below) to narrow attainment gaps.
· Leading on the Pupil Premium strategy and ensuring the Pupil Premium statement meets the DfE statutory requirements 
· Managing budgets for specific initiatives eg SEND, Pupil Premium

In the context of this job description, students falling under the remit of the Assistant Headteacher for Inclusion include: 
· Students on the SEND Register 
· Students with identified specific learning difficulties (SpLD)
· Students with identified social, emotional and mental health needs (SEMH)
· Children Looked After (CLA) and CPLA
· Students eligible for free school meals (FSM)
· Students who fall under the Pupil Premium remit (PP) 
· Students with English as an Additional Language (EAL) 
· Students with any other identified vulnerability

Operational responsibilities 
· Identifying students with a vulnerability using the school’s attendance, behaviour and safeguarding data
· Developing and implementing the school's SEND policy and information report in collaboration with the Headteacher and Trust Lead for SEND 
· Leading and managing the school’s provision for students with a vulnerability including those with an identified Special Educational Need and/or disability (SEND) in line with the Code of Practice  
· Developing innovative processes and practices to ensure the highest possible standards for students with a vulnerability 
· Liaising with SENCOs in the feeder primary schools and visit as part of the transition programme. 
· Liaising with SENCOs across the Trust to develop collaborative practices. 
· Managing the exam access arrangements
· Ensuring students identified as being vulnerable have appropriate Post 16 and Post 18 placements 

All teachers are subject to the Conditions of Employment set out annually in the School Teachers’ Pay and Conditions Document. These detail the professional and duties required of teachers, together with requirements for Management time, Working time and Guaranteed planning and preparation time. The school complies with these requirements in order to make reasonable demands of teachers. The responsibilities outlined in this job description are in addition to those covered in the ‘Teacher’ job description. 

KEY RESPONSIBILITIES AND ACCOUNTABILITIES 
 
Strategic direction and development of the Inclusion Strategy and SEND provision

Under the direction of the Headteacher or Deputy Headteacher:

· Champion a positive, inclusive environment for all. 
· To develop and implement policies and practices which reflect the school’s commitment to high achievement through effective teaching and learning for students identified as having a vulnerability 
· To support all staff in understanding the needs of students identified as having a vulnerability 
· To display a developing and professional knowledge base together with the ability to identify the key implications for the school and exercise a key role in assisting the SLT and governors with the strategic development of the Inclusion strategy
· To use relevant school, local and national data to inform targets for development and further improvement for individuals and groups of students
· To coordinate and maintain accurate SEND and vulnerable students register 
· To establish clear targets for achievement in the development of Inclusion and evaluate progress
· Ensure all staff understand and consistently use the graduated approach of support (assess, plan, do and review) 
· To coordinate and monitor the effectiveness of interventions, ensuring an effective provision map is in place for students with a vulnerability 
· To establish and implement a variety of systems and processes which provide good information gathering about the quality of teaching and learning for students with a vulnerability and their prior learning, progress and achievements
· To monitor, analyse and interpret relevant school, local and national data and advise the SLT on the level of resources required to maximise the achievement of all identified students
· To liaise with staff, parents/carers, external agencies and other schools to co-ordinate their contribution, provide maximum support and ensure continuity of provision (ensuring statutory obligations as outlined in the Code of Practice are met)
· Act as a ‘single point of reference’ for students and families signposting to and brokering support from school staff and outside agencies 
· To ensure parents/carers are closely involved and that their insights inform actions taken by the school
· To ensure, where appropriate, representation of the department at Curriculum Leader meetings. 
· To hold regular meetings with relevant staff who are directly involved in supporting students with a vulnerability eg Teaching Assistants, SEND administrator 
· To assess and co-ordinate the identification, assessment and provision of SEND students.
· To work closely with the attendance lead on matters regarding attendance linked to students identified as having a vulnerability 
· To ensure that the school meets its responsibilities under the Equality Act (2010) with regard to reasonable adjustments and access arrangements
· To ensure the school meets its responsibilities in relation to Pupil Premium and ensuring the Pupil Premium statement meets the DfE statutory requirements 

Leading teaching and learning 

Under the direction of the Headteacher or Deputy Headteacher:

· To influence the Trust’s teaching and learning policy to ensure all aspects of inclusive quality first teaching are threaded throughout 
· Model best practice 
· To lead the staff in the implementation of Inclusion and SEND specific teaching and learning requirements (‘Best Bets’)
· To ensure all staff understand their responsibilities to students identified as having a vulnerability and the school’s approach to identifying and meeting the needs of these students.
· To work with the SLT and staff to develop effective ways of bridging barriers to learning through assessment of needs; monitoring of teaching quality and student achievement; target setting and developing a recording system for progress.
· To ensure that all staff follow the agreed support strategies for students identified as having a vulnerability.
· To support teachers to use suitable methods of assessment (checking for understanding) are devised and applied at appropriate times to assess and meet the requirements of students with a vulnerability. 
· To provide advice, support and guidance on course entry requirements for students.
· To initiate and, where appropriate, organise curricular, extra-curricular and educational enhancement activities for students with a vulnerability.
· To use a variety of methods to monitor and evaluate the teaching and learning offered by the subject staff and take appropriate action to improve further the quality of teaching and learning for students with a vulnerability.
· To provide quality assurance monitoring and intervention with staff.
· To monitor progress and evaluate the effects of any improvement strategies on teaching and learning by working alongside the senior leadership team and teaching staff. 
· To provide regular feedback to the SLT to help the school evaluate its practice.
· To assist the SLT in the regular review of the standards of leadership and teaching and learning for students with a vulnerability.
· To undertake day-to-day co-ordination of SEND students’ provisions through close liaison with staff, parents/carers and external agencies.

Leading People 

Under the direction of the Headteacher or Deputy Headteacher:

· Lead by example in holding and articulating clear values and moral purpose to ensure that the school provides the highest quality education for its most vulnerable learners 
· Coach, mentor, and train staff to improve inclusive teaching and support
· To be responsible for inducting new staff to the team and school
· Act as the primary contact for external agencies
· To ensure that all subject staff understand, and are actively implementing, the key aspects of the school’s behaviour and inclusion policies
· To maintain high standards of behaviour in lessons
· To support with the monitoring of behaviour across the school. 
· To assist members of the department in discipline matters
· To secure, maintain and integrate the collaborative effort of the subject staff so that involvement, commitment and team spirit are promoted
· To manage the teaching assistants/support staff in the department
· To alert the Headteacher of any complaints regarding subject staff and discuss strategies for the support of teachers/support staff as required.
· To implement and promote the use of PDRs to develop the personal and professional effectiveness of staff.
· To ensure that all staff have high quality professional development opportunities.
· To monitor and evaluate the contribution and impact of other staff to school improvement.
· To ensure that all Inclusion policies are mindful of staff wellbeing and workload.

The duties above are neither exclusive nor exhaustive and the post-holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade. 




	
PERSON SPECIFICIATION – Assistant Headteacher for Inclusion (SENCo)
  

	  
	Essential  
	Desirable  

	Qualifications  
	· QTS
· A good honours degree 
· Recent and relevant professional development
· National Qualification for SENCO’s (or be working towards)
	· Further relevant leadership and management qualifications-eg NPQSL etc (or working towards)
· Valid full UK driving licence
· Experience of working closely with the DSL/DDSL

	Experience  
	· Experience of being a middle leader and teaching in a secondary school
· Outstanding classroom practitioner with the knowledge, understanding and practical application of effective teaching and learning strategies in order to raise standards
· Proven track record as a teacher whose students reach high standards of learning and achievement
· A track record demonstrating a commitment to high standards, continuous improvement and quality assurance
· Successful leadership, management and development of a significant, recent initiative with measurable positive impact
· A track record of effectively leading, managing and motivating students and staff and developing team approaches
· Clear vision for and proven track record of raising attainment and achievement and dealing with underachievement at Key Stages 4 and/or 5 and dealing with underachievement
	· Successful experience of strategic leadership and management
· Experience of working closely with the DSL/DDSL
· Experience of being a school SENCo or leading on inclusion in a secondary school
· Experience of leading the Pupil Premium Strategy

	Knowledge
	· Understanding of the SEND Code of Practice, Equality Act 2010 and current safeguarding legislation  
· Knowledge and understanding of recent legislation, development and initiatives in secondary education
· Knowledge of the curriculum at Key Stages 3, 4 and 5
· Knowledge of OFSTED requirements and self-evaluation
· Knowledge of effective secondary practices and effective assessment tools 
· Knowledge of best practice/entrepreneurial approaches to school improvement, leadership and governance
· Up to date knowledge of secondary education, pedagogy, effective classroom management 
· Knowledge of various leadership styles and practices and their effects in different contexts within schools
	· Understanding of school finances and financial management


	Skills and Abilities  
	· Data analysis skills, and the ability to use data to set targets and identify weaknesses
· Excellent organisational skills
· Excellent problem-solving skills
· Excellent communication and interpersonal skills
· Ability to build effective working relationships at all levels within an organisation and external to an organisation with strong influencing and negotiating skills
· Ability to instil a strong sense of accountability in staff 
· Ability to lead by example, with integrity, creativity, commitment and ambition 
· Ability to compellingly communicate the Trusts vision with a proven record of leading, managing and successfully implementing change
· Ability to ensure excellent teaching through an analytical understanding and knowledge of the core features of a successful classroom 
· Skilled in creating an environment where staff and students are motivated, supported and able to develop themselves
· Ability to positively support the development and training of staff
· Ability to oversee and ensure a safe and well-ordered environment, ensuring excellent and fully compliant safeguarding practices
· An understanding of the whole range of learning needs
	  

	Personal Qualities 
	· Committed- to the safeguarding of our students 
· Accountable- Uphold the 7 principles of public life (the Nolan principles) at all times
· Enthusiastic- highly motivated with an enquiring mind and passion for excellence 
· Reflective- positive attitude and self-critical
· Resilient -with the ability to handle high levels of pressure and be able to meet deadlines
· Bold and brave- with thinking, decision making and enactment, never settling for ‘good’ and always striving for excellence 
· Role model- by leading by example, and having the drive to develop the capabilities of others
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