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Job Description: Assistant Headteacher  
Salary – Leadership Scale Points 1-5
Full-time – 32.5 hours per week.
Designated non-contact time will be made available weekly to enable the duties and responsibilities of the SENDCO role to be fulfilled.

Purpose of the post:-
· To carry out the duties of a teacher in accordance with the current School Teachers’ Pay & Conditions Document & other relevant statutory provisions.
· To lead and co-ordinate provision across the school for pupils with SEND to secure high quality teaching and learning, and the effective use of resources to meet the educational, social, emotional and behavioural needs of pupils with SEND
· To work alongside the Headteacher and members of the Senior Leadership Team to create and implement a shared vision and strategic plan to inspire and motivate pupils, parents and all stakeholders.
· To participate and contribute to whole school improvement planning and self-evaluation.
· To facilitate, support and monitor the progress and development of a class of pupils.
· To foster a learning environment that provides children with the opportunity to fulfil their individual potential.
· To participate in the development of the school curriculum, teaching materials, teaching programmes, methods of teaching and assessment.
· To maintain the positive ethos and core values of the school at all times.
· To undertake the role of a Deputy Designated Safeguarding Lead.
· To undertake the role of Designated Teacher for Looked After Children.
Reporting to:-

The headteacher and governors.
SENDCO Duties & Responsibilities:-

Teaching & Learning
· Liaise with the Headteacher to ensure an appropriate, broad, high-quality and cost-effective curriculum is delivered to pupils with SEND.  

· Monitor teaching and learning activities to ensure that they meet the specific needs of pupils with SEND.

· Support the identification of and disseminate the most effective teaching approaches for pupils with SEND.
· Undertake day-to-day co-ordination of SEND pupils’ provision through close liaison with staff, parents and external agencies.
· Work with the Headteacher, teachers, and teaching assistants to ensure all pupils’ learning is of equal importance and that there are realistic expectations of pupils
Leading and Managing
· Promote a safe and secure learning environment for pupils with SEND.
· Provide professional guidance to staff to secure good quality teaching and learning for pupils with SEND.

· Contribute to the performance management process by undertaking performance management with teaching assistants supporting SEND pupils.
· Ensure the school’s SEND provision is inclusive at all levels. 

· To participate and contribute to whole school improvement planning and self-evaluation.
· Monitor progress of objectives and targets for pupils with SEND from teachers’ plans, evaluate the effectiveness of teaching and learning by work analysis and use these analyses to guide future improvements
· Analyse and interpret relevant school, local and national data relating to the progress and attainment of SEND pupils.
· Participate in the implementation of EHC plans and monitoring their impact and making any necessary adjustments to ensure pupils make progress.
· Co-ordinate all EHCP Annual Reviews and chair meetings as necessary.

· Annually update the school’s SEND Information Report, SEND Policy and Inclusion Policy.
· Liaise with, and support, the parents of pupils with SEND as necessary.
· Liaise with early years providers, other schools, educational psychologists, health and social care professionals and other bodies with regard to SEND provision. 

· Be the key point of contact with external agencies, eg the LA and its support services, and ensure that these links are actively promoted. 

· Liaise with potential next providers of education to ensure pupils and their parents are informed about their options, and that a smooth transition is planned.

· Ensure the school keeps an accurate record of all pupils with SEND and that this remains up-to-date. 

· Undertake training and CPD to improve and maintain a well-rounded knowledge of SEND provision to ensure duties can be performed effectively. 
· Leading and/or resourcing whole school training for staff to ensure priorities for SEND provision are met.
· Have a sound knowledge of how relevant legislation, including the ‘SEND Code of Practice’, impacts the school’s SEND provision. 
Deputy SSL and Teacher for LAC Duties and Responsibilities:-

· Undertake shared responsibility for safeguarding and child protection and promote the welfare of pupils through secure knowledge and understanding of safeguarding practice and procedures in relation to current statutory guidance and local authority guidance.
· Take responsibility for the welfare and educational progress of any LAC in the school, being a point of contact for staff, parents and external agencies.
Class Teacher Responsibilities:-

· To plan and deliver high quality teaching and learning activities, which meet internal and external quality standards, to meet the needs of pupils.
· To set clear targets, based on prior attainment, for pupils’ learning. 
· To positively target and support the individual learning needs of pupils. 
· To assess, record and report on the progress, development and attainment of a class of pupils and to keep such records as required by the school.
· To provide a vibrant and stimulating learning environment, where resources can be accessed by all pupils and positive relationships are fostered.
· To set high expectations for pupils’ behaviour & to maintain a good standard of discipline in accordance with the school’s Positive Discipline Policy.
· To actively engage in performance management to advance pupil learning and enhance professional practice in line with the school’s aims and priorities.
· To communicate effectively with parents and carers of pupils, and with appropriate persons or bodies/agencies outside the school.
· To build and maintain positive relationships with all stakeholders of the school.
· To participate in meetings which relate to the school’s management, curriculum and organisation.
· To promote pupils’ spiritual, moral, social and cultural development alongside British values. 
Other Duties:-
· To play a full role in the life of the school community and to give general support to school activities including PTA events.
· To support the school’s positive ethos and its values and aims.
· To follow and actively support the school’s policies. 
· To comply with the school’s Health and Safety policy and to inform the appropriate person of potential health and safety issues.
· To adhere to the school’s Safeguarding & Child Protection Policy.
· To actively pursue their own personal and professional development.
· To undertake any duty at the request of the Headteacher that may be reasonably regarded as within the nature of the duties and responsibilities of the post.
· To plan and deliver a weekly extra-curricular club for pupils affiliated to Shelton Infant University.
· To ‘go the extra mile’ without being asked to do so.
This job description may be amended at any time following discussion between the headteacher and member of staff, and will be reviewed regularly.

Signed………………………………………………. Headteacher     Date ………………..

Signed……………………………………………….. Post holder      Date ………………..
Achieve Well, Aim High, Have Fun

