THE ROSELAND MULTI ACADEMY TRUST

JOB DESCRIPTION

Job Title:  

Assistant Headteacher & SENDCo (Secondary)

Location:

Treviglas Academy
Grade:



L12 – L16
Contract:

Permanent / Full-Time

Responsible to:

Chair of the Trust Board / Chief Executive Officer / Headteacher / 

 

Deputy Headteacher 

Main Purpose

The Assistant Headteacher, under the direction of the Headteacher/Deputy Headteacher, will take a role in:

· realising the aims and objectives of the school/Trust;
· establishing policies and routines for achieving these aims and objectives;
· monitoring progress towards the achievement of the school’s/Trust’s aims and objectives;
· determining the strategic development of special educational needs and disabilities (SEND) policy and provision in the school;
· being responsible for day-to-day operation of the SEND Policy & Information Report and coordination of specific provision to support individual students with SEN or a disability;
· providing professional guidance to colleagues, working closely with staff, parents/carers and other agencies;
· fulfilling the responsibilities, as set out in the School Teachers’ Pay and Conditions Document, and be timetabled to teach lessons and model best practice for others.  
You may also be required to undertake any other relevant professional duties delegated by the Chief Executive Officer/ Headteacher appropriate to the level of the role.  

Duties and Responsibilities

Leadership

Under the direction of the Chief Executive Officer/Headteacher/Deputy Headteacher:

· Support the Headteacher and Leadership Team in the day-to-day management of the school.
· Communicate the school’s/Trust’s vision compellingly and support the Chief Executive Officer/ Headteacher’s strategic leadership.
· Lead by example, focusing on providing excellent education for all students.
· Lead on particular whole-school strategies, policy areas.
· Have a strategic overview of provision for students with SEN or a disability across the school, monitoring and reviewing the quality of provision.

· Contribute to school self-evaluation, particularly with respect to provision for students with SEN or a disability.
· Maintain and further cascade knowledge from the Code of Practice across all staff.
· Make sure the SEND policy is put into practice and its objectives are reflected in the school improvement plan (SIP).  Contribute to the school improvement plan and whole-school policy.
· Maintain up-to-date knowledge of national and local initiatives that may affect the school’s policy and practice.

· Evaluate whether funding is being used effectively, and suggest changes to make use of funding more effective. 
· Model and champion quality first teaching for all students.
· Work in liaison and regularly communicate and coordinate with other SENDCOs across the Trust.
· Work with the Headteacher and Trust Board to ensure the school meets its responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access arrangements.

· Prepare and review information the Trust Board is required to publish.

· Identify training needs for staff and how to meet these needs.

· Lead relevant INSET for staff and collaboration opportunities.

· Promote an ethos and culture that supports the SEND policy and promotes good outcomes for students with SEN or a disability.

· Lead and manage relevant staff working with students with SEN or a disability.

· Lead staff performance management for relevant staff and review staff performance on an ongoing basis in liaison with the Headteacher.
· Line manage designated teaching hub/support staff to raise student achievement and attainment and to provide effective support, guidance, challenge and information.

· Build positive relationships with all members of the school community.

· Ensure that equality of opportunity and recognition of diversity are promoted through teaching and learning.

· Keep up to date with developments in education.

· Commit to own professional development, proactively identifying development opportunities.
SEND Policy and Coordination of Provision

· Maintain an accurate SEND register and provision map.

· Provide guidance to colleagues on teaching students with SEN or a disability, and advise on the graduated approach to SEND support.

· Advise on the use of the school’s budget and other resources to meet students’ needs effectively, including staff deployment.

· Be aware of the provision in the local offer.

· Work with early years’ providers, other schools, educational psychologists, health and social care professionals, and other external agencies.

· Be a key point of contact for external agencies, especially the local authority (LA).

· Analyse assessment data for students with SEN or a disability.

· Implement and lead intervention groups for students with SEND, and evaluate their effectiveness.
Support for students with SEN or a disability

· Identify a student’s SEND.

· Coordinate provision that meets the student’s needs, and monitor its effectiveness.

· Secure relevant services for a student.

· Ensure records are maintained and kept up to date.

· Review the education, health and care plan (EHCP) with parents/carers and the student.

· Develop supporting mechanisms for students on SEND support, such as provision maps, Student Actions Plans and classroom tools.

· Communicate regularly with parents or carers.

· Ensure if a student transfers to another school, all relevant information is conveyed to it, and support a smooth transition for the student.

· Promote a student’s inclusion in the school community and access to the curriculum, facilities and extra-curricular activities.

· Work with the designated teacher for looked-after children, where a looked-after student has SEN or a disability.

Modelling Best Practice 
· Demonstrate excellent performance against the teachers’ standards: teaching and personal and professional conduct.
· Implement strategies and initiatives to share best practice with others in the school/Trust, developing confidence and skills in others.
· Support the whole-school assessment strategy, ensuring it is rigorous, well-evidenced and is easy to communicate to students and parents.
· Track and analyse data, paying particular attention to progress and disadvantaged groups such as those eligible for the pupil premium, with special educational needs, or who speak English as an additional language.

· Ensure that teaching supports those students who are falling behind and enables these students to catch up. 

· Intervene immediately through training, coaching and external support programmes to arrest underachievement due to weak teaching.

Systems and Processes

Under the direction of the Chief Executive Officer/Headteacher/Deputy Headteacher:

· Ensure that the school’s/Trust’s systems, organisation and processes are well considered, efficient and fit for purpose.
· Provide a safe, calm and well-ordered environment for all students and staff, focused on safeguarding students and developing exemplary behaviour.
· Support strategic financial planning to ensure effective use of budgets and resources.
· Support distribution of leadership throughout the school/Trust.

· Oversee, in liaison with relevant staff, whole-school systems for student wellbeing to ensure they feel happy and safe in school, championing the importance of student voice and the whole school reward systems.
· Promote and evaluate the effectiveness of policies, procedures and strategies.

· Monitor student attendance and ensure it is continuously improving.

· Analyse whole-school data to inform future improvement strategies.
Other Areas of Responsibility

· To work alongside and support other Leadership Teams within the Trust.

· Participate in school-to-school support as required.

· Be aware of, and adhere to, applicable rules, regulations, legislation, policies and procedures within the Trust including safeguarding, health and safety, equal opportunities, equality and diversity and data protection.

· Maintain confidentiality of information acquired in the course of undertaking duties for the Trust.

· Your employment will be based at Treviglas Academy but you may be required to work at any other premises occupied by the employer or any of the employer’s academies within mid-Cornwall as directed by the employer.


· This job description may be amended at any time in consultation with the post-holder.

The Roseland Multi Academy Trust is committed to safeguarding and promoting the welfare of children, and expects all staff to share this commitment. Everyone who comes into contact with children and their families and carers has a role to play in safeguarding children. In order to fulfil this responsibility effectively, all professionals should make sure their approach is child-centred. This means that they should consider, at all times, what is in the best interests of the child.

Person Specification

	Criteria
	Qualities

	Qualifications
	· Qualified teacher status

· Degree

· Professional development in preparation for a leadership role

· SENDCo qualification (or currently working towards)

	Experience
	· Leadership and management experience in a school

· Teaching experience 
· Involvement in school self-evaluation and development planning

· Experience of contributing to staff development

· Demonstrable experience of successful line management and staff development 

· Understanding and experience of statutory safeguarding and SEND requirements

	Skills and knowledge
	· Understanding of high-quality teaching, and the ability to model this for others and support others to improve

· Understanding of school finances

· Ability to communicate a vision and inspire others
· Evidence of ability to maintain excellent working relationships with all staff and other stakeholders
· Outstanding all-round communication and presentation skills

· Ability to forge productive relationships with staff, trustees, parents, learners, the local community, other schools, partners and outside agencies

	Personal qualities 
	· A commitment to getting the best outcomes for all students and promoting the ethos and values of the school/Trust
· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality

· Commitment to supporting and developing staff
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