
 

  

  

  

  

Job Description 

Assistant Headteacher SENDCo ATAM Academy 
  

Job Title:  Assistant Headteacher (SENDCo) 

Salary:  Leadership Point 6 – 10 (Inner London)  

Responsible to:  
 
Line management: 

Deputy Headteacher Pastoral and Inclusion  
 
Teaching Assistants, Learning Support Assistants & Medical Coordinator  
 

Date of Job Description:  October 2021 
  

  

Primary purpose of the Role:  

To contribute to the development of a strong, effective school with an emphasis on promoting a culture of 
educational excellence, within a caring and secure environment enriched with the values of discipline, 
mutual care and respect which extends beyond the school into the wider community. 
  
To be a strategic and supportive member of the Leadership Team, playing a key role in the development SEND 
across all phases of the school, providing the best possible opportunities for all pupils. Ensuring the key elements 
of progress and achievement, quality of teaching, behaviour and safety and leadership are all of a very high 
standard.  
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Main Responsibilities:  

 
As Assistant Headteacher SENDCo:  
 

Strategic Direction and Development of the School 
 

 Support the strategic leadership of the school by providing effective leadership and management across 
all phases of the school.  

 Contribute and be accountable for specific parts of the School Development Plan and SEF. 

 Have overall responsibility for determining the strategic development of SEND policy and provision in the 
school.  

 Have day-to-day responsibility for the coordination of SEND provision to support individual pupils.  

 Where a LAC has SEND, ensure effective communication with the relevant designated teacher.  

 Advise on the graduated approach to providing SEND support. 

 Advise on the deployment of the school’s delegated budget and other resources to meet pupils’ needs 
effectively.  

 Liaise with the parents of pupils with SEND. 

 Liaise with early years providers (where required), other schools, educational psychologists, health and 
social care professionals and other bodies with regards to SEND provision.  

 Be the key point of contact with external agencies, particularly 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. 

 Work with the Executive Headteacher and the Trustees to ensure that the school meets its responsibilities 
under the Equality Act 2010 with regards to reasonable adjustments and access arrangements.  

 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 effectively performed.  

 Ensure the specific requirements of pupils with SEND are understood and support measures are 
implemented effectively.  

 Have a sound knowledge of how relevant legislation, including the ‘SEND Code of Practice’, impacts the 
school’s SEND provision.  

 Understand how the needs of pupils with SEND change as they get older.  

 Participate in the implementation of EHC plans with parents of pupils with SEND, monitoring their impact 
and making any necessary adjustments to ensure pupils make progress. 

 Development and review of school policies related to area of responsibility. 

 To work as part of the Senior Leadership Team to develop and maintain policies and practices across the 
school that promote inclusion and high achievement through effective teaching, learning and assessment 
and the creation of a culture and ethos that demands positive attitudes and respect towards each other, 
the environment, the community and the wider world. 
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Teaching and Learning 
 

 Liaise with the headteacher to ensure an appropriate, broad, high-quality and cost-effective curriculum is 
delivered to pupils with SEND.   

 Keep up-to-date with local and national developments in teaching pupils with SEND and communicate 
these to all members of staff.  

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

Leadership and Management 
 

 Coordinate and support the full SEND team.  

 Support staff members to understand the needs of pupils with SEND. 

 Promote a safe and secure learning environment for pupils with SEND, and action improvement plans 
where necessary.  

 Provide professional guidance to staff to secure good quality teaching for pupils with SEND. 

 Guide staff in recognising and fulfilling their responsibilities to support pupils with SEND. 

 Contribute to the performance management process of any SEND teachers, learning support staff and 
TA’s.  

 Act as a point of contact and offer advice to staff seeking to learn more about, or develop skills relating to 
SEND.   

 Ensure the school’s SEND provision is inclusive at all levels.  

 Contribute to curriculum planning to ensure that it reflects the needs of pupils with SEND.  

 Help to cater for the needs of pupils with SEND by contributing to the effective deployment of learning 
support staff.   

 Contribute to the creation of an effective SDP which appropriately considers the needs of pupils with 
SEND.  

 Ensure that learning support staff are supervised effectively. 
 

Communication 
 

 Contribute to leadership meetings by reporting on the effectiveness of SEND provision and sharing 
information with the key stakeholders. 

 Ensure staff are aware of developments with regards to SEND provision and policy in their identified areas 
of responsibility. 

 Talk to pupils with SEND and listen to their feedback, with a view to developing a more effective support 
system. 

 
Recording and Assessment 

 

 Ensure that the school’s administrative work for SEND is effectively completed, including the following:  
1. Learning support staff timetables 
2. Reading timetables for pupils 
3. Contact with outside agencies, e.g. careers and outreach agencies  
4. The implementation of behaviour support plans by staff and their understanding by pupils  

 Work with teachers to set challenging targets for raising achievement amongst pupils with SEND.  
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General Duties  
 

 To act in accordance with the academy and Trust’s Policies and Procedures.  

 To act as a role model, to encourage and promote non-discriminatory behaviour and ensure equality 
and diversity is sustained within our academy.  

 To ensure compliance with the General Data Protection Regulations and maintain confidentiality in your 
working practices each day.  

 To adhere to the Trust’s Safeguarding Policy and Procedures to ensure that the duty of care for all staff, 
including yourself to protect children and young people is maintained.  

 To contribute to the provision of an effective environment for learning.  

 To support the promotion of positive relationships with parents and outside agencies.  

 To attend skill training and participate in personal/performance development as required. 

 To take care for your own and other people’s health and safety in line with school and Trust policies and 
procedures.  

 Depending on the needs of the academy, these may be altered from time to time in consultation with the 
Headteacher. 

 
The post holder will be subject to appraisal objectives which will be agreed and reviewed annually.  The post 

holder is expected to carry out such other duties as may reasonably be assigned by the Headteacher. 
 

Atam Academy is committed to safeguarding children. We believe that children and young people should never 
experience abuse of any kind. We have a responsibility to promote the welfare of all children and young people, 

to keep them safe and to practise in a way that protects them. We expect that all staff, volunteers, outside 
agencies and service providers adhere to our policies and share in our commitment to safeguard all children in 

our care. 

 

  

  

  

  


