
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

COSTON PRIMARY SCHOOL  

RECRUITMENT PACK 

  

POSITON AVALIABLE 

• Assistant Head Teacher 

with responsibility for 

SEND/ ARP 

• Full Time 

• Required for September 

2023 

• Salary : Leadership Scale 

6-10 

Closing Date: Friday 24th March 

Interview Date : Monday 24th April 

“Coston is an inclusive and safe learning community that  

inspires us to achieve standards of excellence in all we think, say 

and do.” 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Dear Applicant, 

Thank you for showing an interest in Coston Primary School, and the position of  an        

Assistant Head Teacher with responsibility for SEND and ARP. Coston Primary School is a 

two-form entry school in Greenford, with an Additional Resourced Provision for children 

with Autism. 

This is an exciting opportunity for an enthusiastic, reflective and committed  practitioner 

who is passionate about high quality provision for children with SEND in a mainstream 

school. We are proud of our reputation across the borough of Ealing as an inclusive 

school, and in particular of the recent accreditation of our ARP with the National 

Autistic Society.  

Coston Primary School is committed to providing the best education for all children in 

order that they have the opportunity to reach their potential, and have choices about 

their future education and career pathways as they grow up.  

If you are a strong, inclusive practitioner with a passion for developing the very best in 

all children, and would like to be a part of this exciting stage in the school’s  

development, then we would like to hear from you.  

Visits to the school are encouraged – please contact Ms Kerry Taylor (PA to Head  

Teacher) on 020 8578 1515 to arrange an appointment. All completed applications 

should be emailed to Ms Taylor -admin@coston.ealing.sch.uk  

Yours faithfully, 

  

Kate Moyse 

Head Teacher 

Coston Primary School is committed to safeguarding and promoting the welfare of  

children and young people and expects all staff to share this commitment. All  

appointments are subject to an enhanced DBS disclosure. This post is likely to come  

under the requirements of the Childcare (Disqualification) 2009 Regulations and the 

successful applicant will be required to complete a declaration form to establish  

whether they are disqualified under these regulations. In line with KCSIE 2022 and  

safer recruitment practices, the school will conduct an online search for all shortlisted 

candidates. The online search is part of our safeguarding checks and will seek publicly 

available information on candidates’ suitability to work with children. Shortlisted  

candidates will be provided with further guidance and will be asked to clarify their 

online presence.  

Please refer to the Job Vacancy page on the school website for the Privacy Notice for 

Job Applicants 

mailto:admin@coston.ealing.sch.uk
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OUR VISION 
Coston Primary School endeavours to create a happy, secure environment for learning which will encourage all  

children to achieve the highest standards through the provision of a broad, balanced and imaginative curriculum, high 

expectations and through committed, enthusiastic and effective teaching. 

Aims: 

• To be, and to be known as a caring and effective school.  

• To serve the local community needs of parents/carers and children in all aspects of primary and pre-school  

education by responding to their ever-changing needs, and those of teachers and education in general, in a  

positive and forward looking manner, offering support and advice where necessary.  

• To ensure that every child regardless of race, gender, religion, culture, background, physical or intellectual 

ability should be given equal access to all aspects of curriculum experiences.  

• To ensure that the five outcomes for children from ‘Every Child Matters’, “Being Healthy”, “Staying Safe”, 

“Enjoying and Achieving”, “Making a Positive Contribution”, “Economic Well-being” are at the heart of the  

education we offer in our school.  

• To foster a stimulating, caring environment committed to achieving standards of excellence. 

• To educate our children, whatever their capabilities, by offering them effective access to the National 

Curriculum including Religious Education so that they leave us able to read and write, calculate and question 

effectively.  

• To offer our children experiences that will encourage appreciation of beauty and develop a sense of awe,  

wonder and fun.  

• To show by example, and through our teaching, how to learn from and work with one another in a positive and 

beneficial manner and to make our children aware that they have a responsibility for their actions and the  

consequences of them, and that they have a wider responsibility to other people as part of a family, as well as 

the local and wider community.  

• Instil in our children respect for themselves and others which  includes learning to respect and apply religious 

and moral values, and tolerate, through understanding cultures, faiths and ways of life different from their 

own. 

• To develop happy, confident and caring people within a safe, stimulating and attractive environment, so that 

they acquire the knowledge and skills relevant to future adult life and employment in an ever-changing world.  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What we are looking  for 

ASSISTANT HEAD TEACHER WITH RESPONSIBILITY FOR SEND/ ARP (from September 2023) 

Come and be a part of our aspirational and inclusive learning community and help to maximise the 

development of each and every child. At Coston Primary Academy we want our children to become 

respectful, resilient and responsible learners in a safe, nurturing and inclusive environment, where a strong 

sense of belonging and identity in the school and the wider community is valued.  This is an exciting time for 

our school, and the successful candidate will need to be highly motivated, innovative, flexible and have a 

proven track record of working with children with a wide range of needs. 

Successful candidates will: 

Be driven, motivated and passionate about teaching; 

Deliver high quality learning opportunities for our children; 

Demonstrate a creative approach to curriculum delivery; 

Have a commitment to sharing responsibility for raising standards; 

Be fully committed to learning from and contributing to a team; 

Have excellent communication skills to engage children, parents and colleagues; 

Be very well organised. 

What we can offer 

1. Friendly, welcoming school community 

2. Children with great attitudes who are eager to learn  

3. Inner London pay scales 

4. Pension contributions to the Pension Scheme 

5. Cycle to work scheme 

6. Ongoing extensive CPD Programme 

7. A friendly and supportive SMT and Governing Body 

8. A professional stimulating and collaborative working environment  

9. A commitment to professional development  

  

  Coston Primary School is an excellent school where we receive an interesting education in a variety of  

subjects. People are kind and respectful; they treat each other the way that they want to be treated. We feel 

safe at Coston because children follow the school rules.’ - Herons class  



 

 

Assistant Head Teacher with responsibility for SEND/ ARP  
Job Description 

 
Post title:     Assistant Head Teacher  
School:     Coston Primary School 
Pay range:                                    Leadership Scale 6 - 10 
Line manager:    Head Teacher  
Supervisory responsibilities:    ARP leader, Teaching Partners, Safeguarding 

 

Main purpose of the job  
 

• Under the direction of, and in consultation with the Head Teacher, take responsibility for 
the day to day operation of provision made by the school for pupils with special 
educational needs. In addition, the SENCO may be required to carry out the duties of a 
school teacher as set out in the School Teachers' Pay & Conditions Document and the 
Teachers’ Standards.  

• Determine the strategic development of the Special Educational Needs and Disability 
(SEND) policy and the provision across the school, including the Additional Resourced 
Provision (ARP) 

• Take on the responsibilities of the head teacher as agreed and appropriate in the 
absence of the head teacher and deputy head teacher 

• Provide professional guidance to colleagues, working closely with staff, parents and 
other agencies 

• Lead high-quality SEND provision which enables high-quality teaching, excellent 
learning outcomes and success for all pupils 

• Keep all aspects of paperwork up to date 

• Contribute to the development of whole-school policy where appropriate 

• Be a proactive and effective member of the Strategic Management Team 

• To be a Deputy Designated Child Protection Officer 
 

Duties and responsibilities  

Strategic development of SEN policy and provision 

• Promote a culture of inclusion within the school community where all views are valued 
and taken into account 

• Have a strategic overview of provision for pupils with SEND or a disability across the 
school, monitoring and reviewing the quality of provision 

• Contribute to school self-evaluation, particularly with respect to provision for pupils with 
SEND or a disability 

• Ensure the SEND policy is put into practice, and that the objectives of this policy are 
reflected in the school improvement plan 

• Maintain an up-to-date knowledge of national and local initiatives which may affect the 
school’s policy and practice 

• Prepare and review the information the governing board is required to publish 

Job Description 

  



Operation of the SEN policy and co-ordination of provision 

• Maintain an accurate and up to date SEND register and provision map 

• Provide guidance to colleagues on teaching pupils with SEND or a disability, and advise 
on the graduated approach to SEND support 

• Be aware of the provision in the local offer 

• Work with, and be the key point of contact with, early years providers, other schools, 
educational psychologists, health and social care professionals, other external agencies 
and the local authority. 

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

• Analyse assessment data for pupils with SEND or a disability 

• Implement and lead intervention groups for mainstream pupils with SEND, and evaluate 
their effectiveness 

• Organise and run parent support groups and information sessions for parents of pupils 
with SEND. 

• Work collaboratively and effectively with the ARP Leader to have strategic insight of the 
management and organisation of the ARP. 

 
Support for mainstream pupils with SEN or a disability 

• Identify pupil’s with possible SEND  

• Carry out individual and group assessments of pupils with SEND as appropriate. 

• Ensure mainstream teachers are planning for progression across the age and ability 
range taught, designing effective lessons in accordance with the needs of individual 
learners.  

• Ensure teaching for mainstream children with SEND is challenging and well-organised 
using a range of appropriate teaching and learning strategies 

• Ensure mainstream teachers evaluate learning and provide children with appropriate 
next steps to improve work in line with whole school expectations  

• Carry out regular monitoring of teaching and learning for children with SEND in 
mainstream, reporting back to Leadership meetings and governors as required  

• Work with mainstream class teachers to prepare for the Annual Reviews for children with 
EHC plans  

• Lead all Annual Reviews for mainstream children with EHC plans, and ensure all 
relevant parties are invited and receive paperwork within published expectations. 

• Monitor the effectiveness of all external services, evaluating value for money and 
communicate this to the SMT/ School Business Manager  

• Secure relevant services for the pupil, including EHCP applications 

• Ensure records are maintained and kept up to date 

• Regularly review IPPs and EHCPs with parents or carers and staff 

• Communicate regularly with parents or carers including informing parents that their child 
may have SEND and liaising with parents of pupils with SEND 

• Promote effective and positive relationships with parents 

• Promote the inclusion of SEND pupil’s in the school community and access to the 
curriculum, facilities and extra-curricular activities 

• Show ability to implement strategies for raising achievement for pupils with SEND, 
including teaching SEND classes/ groups and support other teachers with this. 

• Be aware of and monitor all pupils with medical needs and work with Welfare Officer to 
coordinate provision for them. 

 



Leadership and management 

• Contribute to the school improvement plan and whole-school policy 

• Annually update the school offer 

• Identify training/ development needs for staff and how to meet these needs 

• Lead Professional Learning meetings for staff 

• Respond to all referral from the LA regarding places for mainstream places for children 
with EHC plans 

• Promote an ethos and culture that supports the school’s SEND policy and promotes 
good outcomes for pupils with SEND or a disability 

• Be responsible for the organisation, planning and evaluation of the school programmes 
for SEND across the school  

• Manage effectively the transition of mainstream SEND children, into and from the school 

• Be responsible for the organisation of assessment for children with SEND, including the 
tracking of data each term, and reporting to the Governors as appropriate  

• Challenge underperformance of teaching and learning across the school by promoting a 
high support/ high challenge culture 

• Be responsible for the pastoral care of all children, promoting independence and good 
behaviour 

• Use a range of behaviour management strategies to promote positive behaviour 
outcomes in line with the school’s high expectation of all children. 

• Be responsible for the effective deployment and day-to-day management of support staff 

• Manage, monitor and account for any budget allocated by the Head Teacher and 
governors for the day-to-day running of SEND provision 

• Organise and monitor the use of resources for supporting children with SEND 

• Contribute to the whole-school induction process for teaching partners 

• Lead and manage teaching partners 

• Lead staff appraisals and produce appraisal reports as appropriate 

• Review staff performance on an ongoing basis 

• Lead by example to motivate, inspire and work with others 

• To undertake any professional duties, reasonably delegated by the head teacher 
 

The SENCO will be required to safeguard and promote the welfare of children and young 
people, and follow school policies and the staff code of conduct. 

 
Please note that this is illustrative of the general nature and level of responsibility of the role. It 
is not a comprehensive list of all tasks that the SENCO will carry out. The postholder may be 
required to perform other duties appropriate to the level of the role, as directed by the Head 
Teacher. This job description is not your contract of employment, or any part of it. It has been 
prepared only for the purpose of school organisation and may change either as your contract 
changes or as the organisation of the school is changed. Nothing will be changed without 
consultation. This document must not be altered once it has been signed but it will be reviewed 
annually as part of the performance management process or as appropriate. 
 
Signature of post holder   __________________________ Date   /   /    
 
 

Signature of head teacher___________________________ Date   /   / 

 



Assistant Head Teacher with responsibility for SEND/ ARP  
Person Specification 

 
Post title:     Assistant Head Teacher  
School:     Coston Primary School 
Pay range:                                    Leadership Scale 6 - 10 
Line manager:    Head Teacher  
Supervisory responsibilities:    ARP leader, Teaching Partners, Safeguarding 

 
Qualifications 

 
A I E D 

1. Qualified teacher status or recognised equivalent (A) (E) 
 

✓   ✓   

2. Successful completion of National SENCo award, or a willingness to 
complete it within 2 years (A) (E) 
 

✓   ✓   

3. Evidence of continuous professional learning and commitment to 
further professional development (A) (E) 

 

✓   ✓   

Experience – show evidence of 
 

A I E D 

4. Recent experience of working successfully as a senior or middle 
leader in a school. (A) (E) 

✓   ✓   

5. Evidence of a whole school responsibility and experience of 
turning policy into effective and successful practice. (A) (E) 

✓   ✓   

6. Leadership of a significant area or phase or inclusion including 
responsibility for raising standards across the whole school. (A/I) 
(E) 

 

✓  ✓  ✓   

7. Experience of working with children with Autism (A) (D) 
 

✓    ✓  

8. Involvement in self-evaluation and development planning (A/I) (E) 
 

✓  ✓  ✓   

Professional Knowledge  
 

A I E D 

9. A clear understanding of the essential qualities necessary for 
effective teaching and learning. (A/I) (E) 
 

✓  ✓  ✓   

10. Sound knowledge of the SEN Code of Practice (A/I) (E) 
 

✓  ✓  ✓   

11. Understanding of what makes high quality teaching and effective 
intervention strategies (I) (E) 
 

 ✓  ✓   

12. Ability to plan and evaluate interventions (A/I) (E) 
 

✓  ✓  ✓   



13. Up to date knowledge of statutory regulations and guidance 
relating to the post. (I) (E) 

 ✓  ✓   

14. Ability to demonstrate vision and strategic leadership (I) (D) 
 

 ✓   ✓  

15. Data analysis skills, and the ability to use data to inform provision 
planning (I) (D) 

 ✓   ✓  

16. Ability to build effective working relationships and work effectively 
within a team (A/I) (E) 
 

✓  ✓  ✓   

17. Ability to act on own initiative (A/I) (E) 
 

✓  ✓  ✓   

18. Good record keeping skills (A) (E) 
 

✓   ✓   

19. Ability to work with professionals, providing an independent 
support role to the family to ensure that children with SEND 
receive appropriate, timely support and high-quality teaching (A/I) 
(E) 

✓  ✓  ✓   

Professional skills 

Can demonstrate the ability to: 

A I E D 

20. Review whole school systems to ensure the robust evaluation of 
school performance and actions to secure improvements. (A/I) (D) 

✓  ✓   ✓  

21. Lead and manage a school team/s to successfully achieve agreed 
goals. (A) (D) 

✓    ✓  

22. Be an effective team player that works collaboratively and 
effectively with others. (A/I) (E) 

✓  ✓  ✓   

23. Commitment to getting the best outcomes for all children and 
promoting the inclusive ethos and values of the school (A/I) (E) 

✓  ✓  ✓   

24. Develop and deliver effective and inspirational professional 
development for staff (including mentoring and coaching as 
appropriate). (A) (D) 

✓    ✓  

25. Communicate effectively to a wide range of different audiences 
(verbal, written, using ICT as appropriate). (A/I) (E) 
 

✓  ✓  ✓   

26. Organise self and others effectively showing an understanding of 
the importance of prioritising tasks and appropriate deployment of 
staff (A/I) (E) 

✓  ✓  ✓   

27. Demonstrate high quality teaching strategies. (A/I) (E) 
 

✓  ✓  ✓   

28. Support, motivate and inspire both colleagues and pupils by 
leading through example. (A) (E) 
 

✓   ✓   

29. Contribute effectively to the work of the head teacher and 
strategic management team. (A/I) (E) 

✓  ✓  ✓   



30. Deal successfully with situations that may include tackling difficult 
situations and conflict resolution. (A/I) (E) 
 

✓  ✓  ✓   

31. Work successfully with a range of external agencies. (A) (D) 
 

✓    ✓  

32. Excellent organisation and time management skills (I) (E) 
 

 ✓  ✓   

33. Confidence, resilience, clarity and decisiveness in making decisions 
(I) (E) 

 ✓  ✓   

 

Commitment 

Demonstrate a commitment to: 

a. upholding the school’s equality policy 

b. promoting the school’s vision and ethos 

c. high quality, stimulating learning environment 

d. relating positively to and showing respect for all members of the school and wider community 

e. ongoing relevant professional self-development 

f. safeguarding and child protection 

Working Time / Review 

This job description sets out the main expectations of the school in relation to the post holder’s 

professional responsibilities and duties, but does not direct the particular amount of time to be spent 

carrying them out. There are not definitive working time arrangements in the national conditions of 

employment. This job description will be reviewed annually and may be subject to amendment or 

modification at any time after consultation with the post holder. It is not a comprehensive statement of 

procedures and tasks but sets out the main expectations of the school in relation to the post holder’s 

professional responsibilities and duties. 

Other Duties and Responsibilities: 

Undertake any other reasonable professional task as directed by the Head teacher 

N.B. Candidates who apply for this post are asked to write a personal statement to show how they meet the 

criteria marked (A) and how their examples demonstrate impact.  Please ensure when completing your 

application form that you clearly and concisely address only the relevant criteria highlighted below (as A) in 

Ariel 12 and in no more than three pages. Any evidence should include your role, the actions and decisions 

you took and the outcome or impact of your actions. 

(A) - evidence to be taken from Application form 
(I) – evidence to be taken at Interview 
(E) – experience essential 
(D) – experience desirable 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Guidance Notes 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


