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SCHOOL:
THAMESVIEW SCHOOL
JOB TITLE:
DEPUTY HEAD - INCLUSION
REPORT TO:
HEADTEACHER
GRADE:

L21 – L25

PURPOSE:
To take responsibility for raising standards across the whole school. To provide strategic direction and professional leadership and management for school leaders in order to secure the highest standards for safeguarding, behaviour, attendance and inclusion.
Responsibilities/Accountabilities include:

1. Pastoral and Behaviour Systems and Structures
· To lead the vision and values for the school welfare system 
· To lead, manage and have strategic oversight of the implementation of the school’s welfare systems and structures
· To lead and implement effective systems through the leadership and management of relevant welfare teams
· To ensure that all welfare staff uphold the school’s vision and values through their management of communication with students and parents
· To ensure school policies related to the welfare systems are relevant and up to date and clearly understood
· To ensure school policies related to the welfare system are followed by all staff and that all staff are held accountable for their implementation and success
· To lead the school’s behaviour and disciplinary processes and ensure records are kept accordingly
· To support other staff in addressing behaviour concerns and to deal with all higher-level behaviour issues
· To ensure all welfare records are kept appropriately by all relevant staff
· To ensure all welfare logs, such as behaviour and bullying logs are kept and analysed regularly
· To lead in the development of processes to enhance the effectiveness of pastoral care 
· To hold meetings regularly with key welfare staff to have oversight, lead and monitor the welfare system
· To oversee the work of the school Mental Health Leads
· To maintain an overview of funding held in budget cost centres related to the pastoral system
· To network with local support groups related to behaviour and pastoral issues and disseminate information to colleagues where relevant
· To undertake self-evaluation of the welfare system in order to contribute to school systems of monitoring, evaluation and review
· To provide any information that Ofsted or other external agencies may need in relation to compliant behaviour and behaviour for learning in the school
· To lead the Performance Management of relevant staff within the welfare team
· To undertake regular evaluation of staff progress towards agreed improvement objectives through the schools’ appraisal, performance management and line management policies, practices and procedures
· To utilise the schools’ observation procedures to monitor pastoral care, behaviour for learning, practice of staff and students, and follow up observations with a discussion on progress and areas for improvement
· To line manage, and liaise with, the School Counsellor to oversee the wellbeing of students 
2. Designated Safeguarding Lead

· To undertake all the responsibilities of the main Designated Safeguarding Lead in the school, including keeping the Headteacher informed of safeguarding issues
· To work closely with the other Designated Safeguarding Leads and respond effectively and immediately to safeguarding concerns raised by staff or students or brought to your attention through other means
· To work with the Headteacher and other key welfare staff to ensure all school safeguarding policies are up-to-date
· To manage the preparation of all paperwork and systems with the assistance of the other key welfare staff in readiness for external review/inspections
· To actively raise awareness of safeguarding issues with all staff
· To ensure that all staff on the school site are aware of school safeguarding policies and are appropriately trained to recognise and deal with safeguarding issues
· To ensure the timely induction of new staff to the school in relation to safeguarding issues
· To be the first point of contact for parents, students, teaching and support staff and external agencies in all matters of child protection and safeguarding
· To coordinate the safeguarding procedures in the school
· To be responsible for the creation, confidentiality and storage of all records in relation to child protection
· To keep parents and carers informed of action to be taken under safeguarding procedures in relation to their child
· To attend, where appropriate, child protection conferences or reviews where students leave the school, ensure that their destination school is made aware of any safeguarding or child protection issues in line with national, regional and school policies
· To undertake all responsibilities in relation to Online Safety - including all safeguarding in relation to online safety
· To present the regular Safeguarding Reports to Governors
3. Inclusion and SEND

· To remain up-to-date and aware of all relevant legislation for SEN: for example, the Disability Discrimination Act, SEN Code of Practice, Safeguarding Children in Education, Children’s Act, JCQ EA
· To disseminate good practice in Learning Access across the school
· To consult, communicate and liaise with colleagues to ensure full access to the curriculum for all students
· To keep an annual up-to-date SEND register, with files for all students on the register to provide instant information for teaching staff
· To ensure robust tracking systems are in place to collect and interpret specialist assessment and performance data of students and share these with other staff and Governors as appropriate
· To organise and administer screening, assessing results and formulating follow-up
· To work with the Admissions Manager to interview and assess prospective students who may have SEN requirements. To liaise with feeder schools to ensure continuity of support and learning when SEN students transfer to the school
· To receive referrals for students whose progress is causing concern, carrying out assessments and implementing a plan where necessary
· To identify and adopt the most effective teaching approaches for SEN students and to share these with colleagues as necessary
· To refer students to an outside agency if appropriate. To complete administration requirements in advance of assessments, liaising with educational psychologists, external assessors, speech therapists, occupational therapist, and physiotherapists. To summarise findings and recommendations for staff
· To advise the leadership team in updating the SEN Policy, ensuring that staff are aware of their responsibilities, both as subject teachers and as tutors
· To organise, attend and administer Annual Reviews and to keep parents informed about their child’s progress through individual meetings
· attend parents’ evenings and contribute to reports in line with the school’s reporting schedule.
· To monitor and review subsequent progress of students on the SEN register and liaising with students, parents, teachers, tutors, and the exam officer
· To identify students entitled to exam access arrangements, carry out appropriate assessments and put in place the appropriate arrangements for both external and internal exams in collaboration with the Curriculum and Assessment Lead and Examinations Officer
· To manage applications for exam access arrangements
· To provide continuous pastoral care and learning support of students with learning difficulties – social/emotional/behavioural problems
· To carry out or commission the requirements for an application for an EHCP and manage the required procedures and paperwork of students who have an EHCP
· To hold and minute departmental meetings
4. Attendance
· To act as the Designated Attendance Lead
· To provide strategic oversight of attendance systems including policy implementation, monitoring and evaluation
· To analyse attendance trends and identify priorities for improvement
· To work proactively with pastoral staff to address attendance concerns
· To line manage the Attendance Officer ensuring accurate coding and appropriate escalation of concerns. Liaise with the Education Welfare Officer and external agencies to support improved attendance
· To oversee alternative provision placements and flexible/reduced timetables where required
· To ensure appropriate systems for monitoring student engagement and progress in alternative provision
· To lead risk assessments for alternative provision placements
· To maintain appropriate communication with providers and external agencies
5. Other Responsibilities
· To take full leadership responsibility for the school when the Headteacher is absent.

· To be able to develop and implement policies to deliver the strategic vision for school
· Leadership and management skills to improve levels of attainment and success

· To be an excellent classroom practitioner who can lead by example
· To be able to motivate students and staff 
· To demonstrate the ability to lead, co-ordinate, delegate and empower
· To be able to manage change and work under pressure in changing circumstances
· To demonstrate the ability to see things through to completion
· To reply to parental issues, complaints and concerns as they arise
· To reply to issues, concerns and complaints from the general public as they arise
· To promote the vision and aims of the school
· To secure a safe and healthy environment for all members of the school community
· To be present and visible around school and a role model to all
· To set high expectations for all members of the Leadership Team and act with professional integrity at all times
· To act with honesty and transparency with regard to your work. Identify and improve those areas relevant to your role which will allow the school to maintain it’s positive place within the community
· To attend school and Governing Body meetings, where requested to do so
· To undertake a proactive part in activities that are part of the self-evaluation of the school
· To assist with the day to day running of the school
Key Competencies Required…
· The ability to challenge others in the students’ best interests.

· To be able to undertake analysis of complex problems.

· To be able to think logically, analyse variables and communicate findings in a way that inspires others. 

· To create sustained improvement in a way that involves and stimulates others. 

· Having the drive to investigate and explore new ideas and existing practices. 

· The ability to ensure that senior staff are coordinated and likely to meet set objectives. 

· Initiative in decision making and directing the activities of other team members within the school. 
· Ensuring that gathered information is accurate, relevant and sufficient to support decision making. 

· The ability to produce positive outcomes by influencing others.

· The ability to identify the most important issues in a complex situation.

· Paying attention to detail. 

· Challenging current working practices in order to identify opportunities for improvement.

· Ensuring objectives and targets set for Directors and Subject Leaders are achievable and SMART. 

· To encourage others to get involved in new practices and experiences by being a model of calculated risk taking and innovative practice. 

· The ability to provide others with regular constructive feedback designed to improve future performance. 

· Initiating continued professional development opportunities for the school staff, encouraging the lifelong attitude to learning.

· The ability to build team spirit in order to achieve shared goals.

· To be able to actively manage emotions and energy. 

· The ability to manage time, workload and personal interests and the ability to effectively delegate. 
· The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for the post.
Additional Duties:

1. This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed. In allocating time to the performance of duties and responsibilities, the post holder must have regard to the Teaching Standards and the School Teachers Pay and Conditions Document.
2. This job description is not necessarily a comprehensive description of the post. It may be reviewed once a year and may be subject to modification or amendment at any time after consultation with the post holder in order to ensure the smooth running of the school. 
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