
 
 

JOB DESCRIPTION 

 

JOB TITLE:   Deputy Headteacher – Inclusion     
 
RESPONSIBLE TO:  Headteacher    
 
LOCATION:   Riverview Infant and Junior Schools  
 
PAY RANGE:   Leadership scale (L10 – L14) 
 
 

Purpose of the Job: 
 

• To lead the school’s Inclusion Provision   

• To assist the headteacher in the organisation, management and development of 
the school, carrying out specific duties, including responsibility for the inclusion 
agenda and all pupils who fall within this area (SEND, AEN, AMA, LAC)   

• To fulfil the key responsibilities of the SENDCO outlined in the SEND Code of 
Practice   

• To carry out teaching duties as required (through discussion with the 
headteacher)   

• To be responsible for promoting and safeguarding the welfare of children and 
young people within the school and be the Designated Safeguarding Lead   

• To carry out the duties of this post in line with the remit outlined in the School 
Teachers’ Pay and Conditions Document   

• Ensuring school systems provide an orderly and safe environment 

 

MAIN ROLES AND RESPONSIBILITIES 
Post Responsibilities 
 
 
 

Duties and Responsibilities  
Shaping the future  

• Support the headteacher and governors in 
establishing a vision for the future of the school  

• Establish a vision for the development of the 
school’s SEND provision  

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

Leading teaching and learning  



 
• Be an excellent role model, exemplifying a high 

standard of teaching and promoting high 
expectations for all members of the school 
community  

• Lead on the provision of training and support for 
all SEND staff as required  

• Support the development of the curriculum by 
reviewing the learning outcomes for all children 
managed within inclusion  

Developing self and working with others  
• Be responsible for promoting and safeguarding 

the welfare of children and young people within 
the school. Be the designated Safeguarding lead 
for the school with the head teacher. 

• To manage the school’s inclusion team including 
any other multi agency providers  

Managing the Organisation and Securing Accountability  
• Contribute to regular reviews of the school’s 

systems to ensure statutory requirements are 
being met  

• Be an effective member of the Senior 
Management Team  

• Support the staff and governing body in fulfilling 
their responsibilities with regard to inclusion  

• Contribute to the reporting of the school’s 
performance to the school’s community and 
partners (including linked schools) 

Strengthening community  
• Assist the headteacher in developing the policies 

and practice, which promote inclusion, equality 
and the extended services that the school offers  

• To maintain contact with all specialist support 
services and attend relevant meetings  

• To attend meetings with parents and carers as 
appropriate to ensure positive outcomes for all 
parties  



 
• Promote relationships and work with colleagues in 

other schools and external agencies  

Specific tasks  
• Have responsibility for the school’s SEND 

Information Report and SEND Policy; it’s 
development, maintenance and evaluation  

• Interpret and analyse data and provide summary 
reports (including safeguarding reports) to the 
headteacher, staff and governors  

• Implement and review a system of recording the 
progress of pupils on the SEND and Additional 
Needs register, AMA register and Looked After 
Children in partnership with parents, the class 
teachers and other relevant staff members  

• Oversee the formal assessment process, which 
may result in an EHCP being drawn up and 
manage the annual reviews  

• Assist teachers in the identification of children 
within inclusion, advising them on appropriate 
strategies  

• Ensure provision of appropriate SEND intervention 
and assess its impact  

• Support the headteacher and other colleagues in 
finding appropriate strategies to deal with 
behaviour difficulties and manage any resulting 
training needs 

• To lead on attendance for the whole school  

 

Attributes, Qualities and 
Knowledge 

 

• A drive to work positively with people of diverse 
backgrounds, characteristics, and experiences 
to achieve the School Vision 

• A sound understanding of theory, practice, 
quality benchmarks and implementation 
planning in the relevant areas, supported by 
wider reading, professional development, and 
dialogues 

• Holding and articulating clear values and moral 
purpose, focused on providing a robust 
education for all students 



 
• Demonstrating optimistic personal behaviour, 

positive relationships, and attitudes 
• Leading by example with integrity, creativity, 

resilience, and clarity; drawing on own expertise, 
and that of others 

• Sustaining wide, current knowledge and 
understanding of education locally, nationally, 
and globally, and pursuing continuous 
professional development. 

• Working with political and financial astuteness, 
within a clear set of principles centred on the 
school’s vision, ably translating local and 
national policy into the school’s context 

• Communicating the school’s vision and values, 
empowering all students and staff to excel. 

Students & Staff 

 

• Demanding ambitious standards for all 
students, overcoming disadvantage, and 
advancing equality 

• Instilling a strong sense of accountability in staff 
for the impact of their work on students’ 
outcomes 

• Securing excellent teaching through an 
analytical understanding of how students learn 
and of the core features of successful 
classroom practice and curriculum design 

• Establishing an educational culture of ‘open 
classrooms’ to share best practice within and 
between schools 

• Creating an ethos within which all staff are 
motivated and supported to develop their own 
skills and subject knowledge, and to support 
each other 

• Holding all staff to account for their professional 
conduct and practice 

Systems and Processes • Ensuring that the school’s systems and 
processes are well considered, efficient and fit 
for purpose.  

• Providing a safe, calm, and well-ordered 
environment for all students and staff 

• Valuing excellent practice by establishing 
rigorous, fair, and transparent systems and 
measures for managing the performance of all 
staff 



 
• Actively supporting the governing board to 

understand its role and deliver its functions 
effectively 

 

Impact Within and Beyond 
the School  

 
 

• Championing best practice and securing 
excellent achievements for all students  

• Developing effective relationships with colleagues 
in other settings to improve academic and social 
outcomes for all students.  

• Shaping the current and future quality of the 
teaching profession through high quality training 
and sustained professional development for all 
staff.  

• Inspiring and influencing others to believe in the 
fundamental importance of education in young 
people’s lives and to promote the value of 
education. 

 

Additional responsibilities : 
Safeguarding: DSL 

• Managing referrals 

• Refer cases of suspected abuse and neglect to 
the local authority children’s social care 

• Support staff who make referrals to the local 
authority children’s social care 

• Refer cases to the Channel programme where 
there is a radicalisation concern 

• Support staff who make referrals to the Channel 
programme 

• Refer cases to the police where a crime may 
have been committed 

• Working with staff and other agencies 

• Act as a source of support, advice and expertise 
for all staff 

• Act as a point of contact with the safeguarding 
partners 

• Inform the HT of safeguarding issues, especially 
ongoing enquiries under section 47 of the 
Children Act 1989 and police investigations 

• Liaise with the case manager and the local 
authority designated officer(s) (LADO) for child 
protection concerns in cases which concern a 
staff member 

• Liaise with staff on matters of safety, 
safeguarding and welfare (including online and 



 
digital safety), and when deciding whether to 
make a referral by liaising with relevant 
agencies so that children’s needs are 
considered holistically 

• Liaise with the senior mental health lead and, 
where available, the mental health support 
team, where safeguarding concerns are linked 
to mental health 

• Promote supportive engagement with parents 
and/or carers in safeguarding and promoting 
the welfare of children, including where families 
may be facing challenging circumstances 

• Work with the HT and relevant strategic leads, 
taking lead responsibility for promoting 
educational outcomes by: 

• Knowing the welfare, safeguarding and child 
protection issues that children in need are 
experiencing, or have experienced 

• Identifying the impact that these issues might 
be having on children’s attendance, 
engagement and achievement at school 

The above includes • Ensuring the school knows which children have 
or have had a social worker, understanding their 
academic progress and attainment, and 
maintaining a culture of high aspirations for this 
cohort 

• Supporting teaching staff to provide additional 
academic support or reasonable adjustments 
to help these children reach their potential 

• Managing the child protection file (CPOMS) 

• Ensure child protection files are kept up to date 

• Keep information confidential and store it 
securely 

• Make sure records include: a clear and 
comprehensive summary of the concern; 
details of how the concern was followed up and 
resolved; and a note of any action taken, 
decisions reached and the outcome 

• Ensure files are only accessed by those who 
need to see them, and that where a file or 
content within it is shared, this happens in line 
with information sharing advice as set out in 
Keeping Children Safe in Education (KCSIE) 



 
• Where children leave the school (including in 

year transfers): 

• Ensure their child protection file is securely 
transferred to the new school as soon as 
possible, separately from the main pupil file, 
with a receipt of confirmation, and within the 
specified time set out in KCSIE 

• Consider whether it would be appropriate to 
share any additional information with the new 
school before the child leaves, to help them put 
appropriate support in place 

• Raising awareness 

• Ensure each member of staff has access to, 
and understands, the school’s child protection 
policy and procedures, especially new and 
part-time staff 

• Work with the governing board to ensure the 
child protection policy is reviewed annually (as 
a minimum) and the procedures and 
implementation are updated and reviewed 
regularly 

• Ensure the child protection policy is available 
publicly and parents are aware that referrals 
about suspected abuse or neglect may be 
made and the role of the school in this 

• Link with the safeguarding partner 
arrangements to make sure staff are aware of 
any training opportunities and the latest local 
policies on local safeguarding arrangements 

• Help promote educational outcomes by sharing 
information with teachers and school 
leadership staff about the welfare, safeguarding 
and child protection issues that children who 
have or have had a social worker are 
experiencing 

 

Training 

 

• Undergo training (at least every 2 years) to gain 
the knowledge and skills required to carry out 
the role and meet the expectations set out in 
KCSIE, including those outlined in the ‘Training, 
knowledge and skills’ section of annex C 

• Undertake Prevent awareness training 



 
• Refresh knowledge and skills at regular intervals 

and at least annually 

• Providing support to staff 

• Support and advise staff and help them feel 
confident on welfare, safeguarding and child 
protection matters 

• Support staff during the referrals process 

• Support staff to consider how safeguarding, 
welfare and educational outcomes are linked, 
including to inform the provision of academic 
and pastoral support 

• Understanding the views of children 

• Encourage a culture of listening to children and 
taking account of their wishes and feelings, 
among all staff, and in any measures the school 
may put in place to protect them 

• Understand the difficulties that children may 
have in approaching staff about their 
circumstances and consider how to build 
trusted relationships which facilitate 
communication 

• Holding and sharing information 

• Understand the importance of information 
sharing, both within the school, with other 
schools and colleges on transfer, and with the 
safeguarding partners, other agencies, 
organisations and practitioners 

• Understand relevant data protection legislation 
and regulations, especially the Data Protection 
Act 2018 and the UK General Data Protection 
Regulation (UK GDPR) 

• Keep detailed, accurate, secure written records 
of concerns and referrals 

 

Other areas of 
responsibility 

 

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

• During term time, the DSL should always be 
available during school hours for staff in the 
school to discuss any safeguarding concerns. 
Ideally this will be in person, but can also be via 



 
phone or video call in exceptional 
circumstances. 

• Please note that this list of duties is illustrative of 
the general nature and level of responsibility of 
the role. It is not a comprehensive list of all tasks 
that the DSL will carry out. The postholder may 
be required to do other duties appropriate to 
the level of the role. 

• 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. The 
postholder may be required to do other duties 
appropriate to the level of the role.  

 

 

Data Protection • Promote a culture of data protection within the 
school, ensuring that staff understand and 
adhere to data protection policies. 

• Work closely with the DPO to implement and 
monitor data protection practices. 

• Report any data breaches, potential breaches, 
or subject access requests (SARs) to the 
designated Data Protection Officer (DPO) 
and/or onsite data protection lead promptly. 

• Review data protection concerns or breaches, 
ensuring that corrective actions are taken 
promptly. 

• Ensure that all staff receive appropriate data 
protection training. 

 

 
Whilst every effort has been made to explain the main duties and responsibilities of 
the post, each individual task undertaken may not be identified.  Employees will be 
expected to comply with any reasonable request from a manager to undertake 
work of a similar level that is not specified in this job description. The job description 
will be reviewed from time to time to reflect the changes needs and circumstances 
of the school. Such reviews and any consequential changes will be carried out in 
consultation with the post holder. 
 
The Golden Thread Alliance is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share 



 
in this commitment.  The duties above are neither exclusive, nor exhaustive and the 
post holder may be required by the Headteacher to carry out appropriate duties 
within the context of the job, skills and grade.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

PERSON SPECIFICATION 

CRITERIA QUALITIES 

Qualifications 
• Qualified teacher status 
• Degree 
• SENDCo Accreditation or NPQ equivalent 
• NPQ for leadership ( desirable) 

Experience • Successful leadership and management 
experience in a school with a focus on SEND and 
disadvantaged 

• Teaching experience  
• Involvement in school self-evaluation and 

development planning 
• Demonstrable experience of successful 

line management and staff 
development for the curriculum, 
assessment and/or inclusion 

Skills and 
Knowledge 

• Data analysis skills, and the ability to use data to set targets 
and identify weaknesses 

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

• Understanding of school finances and financial 
management 

• Effective communication and interpersonal skills 

• Ability to communicate a vision and inspire others 

• Ability to build effective working relationships 

Personal 
qualities 

• A commitment to getting the best outcomes for all pupils and 
promoting the ethos and values of the school 

• Ability to work under pressure and prioritise effectively 

• Commitment to maintaining confidentiality at all times 

• Commitment to safeguarding and equality, ensuring that 
personal beliefs are not expressed in ways that exploit the 
position. 

 



 

Skills, Abilities 
and Knowledge 

• Positive pupil attitudes and good engagement 
with learning and leads pupils in the pursuit of 
excellence 

• The ability to demonstrate good subject and 
curriculum knowledge 

• Excellent organisational and time 
management skills and an ability to prioritise 

• A thorough knowledge and understanding of 
how children learn, develop and progress 
through life stages and events 

• How IT can be used effectively to motivate 
children to learn - and to have a level of IT skills. 

• How to plan, deliver, monitor and evaluate both 
teaching and the English curriculum 

• How to monitor, record and extrapolate 
relevant information to evaluate pupil progress 
and development and report to parents, 
Leaders and other professionals and agencies 

• Up to date knowledge of current developments 
in education 

 
 
 

Postholder’s 
signature:_______________________________________ 

 
Postholder’s  
name:__________________________________________ 
 

 
Date:___________________________________________ 
 


	PERSON SPECIFICATION

