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Job Description for Assistant Headteacher with SENCo responsibility
Grade:


Leadership Spine points 2-6
Reports To:

The Headteacher

Staff Managed:
Pupil & Family support worker, Cover supervisors, Intervention TAs, Speech & Language service  & volunteers
Job Purpose and Content

The Assistant Headteacher is one of a school staff that together are responsible for the education and welfare of the pupils in the school. The Assistant Headteacher is, at all times, subject to the direction of the Headteacher and is expected to work within the agreed system of management and supervision for the school.

The SENCO is responsible for the efficient and effective implementation of the schools’ policy on special education needs and for making sure that provision is made to meet the needs of pupils. The SENCO may manage and organise learning support and ensures access to the curriculum that is effective and inclusive. 

The SENCO is responsible for ensuring the quality and consistency of provision and this role includes observation and monitoring, training and continuing professional development. The SENCO will be responsible for making sure statutory obligations are met (where relevant) and for the management of information, resources and budgets.

The scope of the work may vary according to local needs and priorities and the span of responsibilities may be subject to change.

Assistant Headteacher: Principal Duties and Responsibilities

The professional responsibilities and duties of an Assistant Headteacher are set out in detail in the Schoolteachers’ Pay and Conditions Document, which is varied from time to time, and any or all of those duties may be required of the postholder.

Subject to the direction of the Headteacher:

1. Teaching the pupils and class(es) that are usually designated as part of an annual timetabling exercise, which includes planning, delivering and monitoring lessons, and setting and marking work, including homework.


2. Covering classes, within the framework of the school’s cover arrangements, where a teacher is absent; providing cover information for other teachers in the event of known and foreseen absence(s); deputising for absent Deputy Headteachers.


3. Membership of the senior management team of the school, which will include a share of common SLT responsibilities such as: the daily duty team, the lunch break, planning and delivery of thematic assemblies, attendance at school events, leadership of policy and procedure development.


4. Development and implementation of the behaviour policy.
5. Effective and efficient day-to-day monitoring, management, administration, operation and supervision of the designated responsibility area(s).


6. Carrying out relevant strategic planning, within the cycle and framework of agreed school procedures, and monitoring, evaluating, and reporting planning outcomes.


7. The management, monitoring, analysis and evaluation of information and data to support school objectives, target setting, pupil attainment and achievement, and reporting to parents, students and governors.


8. The line management of designated staff which may include performance management (in accordance with the school’s performance management framework for teaching and support staff) and direct observation of teaching, learning and professional practice, training and continuing professional development.


9. Organising and taking part in the quality assurance procedures of the school – for example, the cycle of departmental and thematic review – and making sure that quality assurance mechanisms are in place for the designated responsibility area(s).


10.  Monitoring and developing the quality of provision, the curriculum and teaching and learning in the designated responsibility area(s).

11. Managing relevant resources, including designated budgets, efficiently and effectively in accordance with the financial regulations of the school.

12. Promoting and safeguarding the welfare of pupils, students and staff. 


13. Taking part in school based induction, relevant training and development, assessment of performance (in accordance with school policy and practice) and an agreed programme of personal professional development.


14. Working in accordance with the values, culture, ethos, equal opportunities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours.


15. Taking appropriate action to identify, analyse, minimise and manage any risks to health, safety and security in the working environment and off-site school activities.

SENCo: Principal Duties and Responsibilities 

The professional responsibilities and duties of a teacher are set out in detail in the Schoolteachers Pay and Conditions Document, which is varied from time to time, and any or all of those duties may be required of the postholder. In addition to the main responsibilities of a schoolteacher, and subject to the direction of the headteacher, a SENCO may be responsible for:

1. Implementing, monitoring and reviewing the school’s SEN policy and overseeing the day-to-day operation of the policy.  This may include contributing to the school development plan, working with the senior leadership team to keep policy and practice up to date, and reporting to governors (including the lead governor for SEN where relevant).

2. Coordinating provision for children and young people with special educational needs, a disability or additional needs, including Children Looked After.  The SENCO is responsible for provision management - identifying interventions, appropriate strategies, resources and ensuring access to the provision offered – and for making sure that any provision meets the needs of children and young people effectively.


3. Managing, monitoring and reporting upon relevant budgets using the agreed processes and procedures of the school and in accordance with the financial regulations.

4. Collaborating with and advising school staff to develop their skills, expertise and professional practice.  This includes supporting staff to identify additional needs, develop plans and interventions.  


5. Maintaining up to date information about pupils with additional needs to track, monitor and account for provision.

6. Ensuring high quality learning for all, including Wave 1 provision, and for early identification and intervention of any additional needs. 

7. Supporting staff in planning differentiation to enable access to the curriculum for children and young people with additional needs.  The SENCO is responsible for observing lessons, giving feedback to teaching and support staff and for planning/changing provision as necessary.

8. Undertaking assessments, reviewing progress and interpreting data.  The SENCO is responsible for analysing and evaluating trends in data and predicting areas for development and support, and may contribute to the census data.

9. Overseeing the records of children and young people with special educational needs, disabilities or additional needs.  The SENCO is responsible for working with staff to write advice for Statutory Assessment and validation of hours of support.  The SENCO is responsible for the Personal Education Plans for Children Looked After.

10. Managing learning support teams and ensuring that staff are deployed according to the needs of children and young people.   This responsibility includes induction, professional development and performance management.  The SENCO may also provide training for support staff to enable them to deliver appropriate interventions and Wave 3 provision.  

11. Transition planning: entry to school, transition from Reception to KS1, KS1 to KS2, and KS2 to secondary.  The SENCO is responsible for ensuring the school meets it statutory “anticipatory duty” under the Disability Discrimination Act by planning the provision to meet the potential pupils with diverse/complex disabilities in advance.  The SENCO works with feeder settings/schools and attends transition review meetings.

12. Organising and delivering INSET to all staff to ensure that they are aware of current legislation and guidance.  The SENCO assesses and evaluates the impact of INSET on the practice and professional development of teaching and support staff.  

13. Working with, and supporting, parents/carers of children and young people with additional needs.  This includes, organising the review process and leading Annual Reviews, meetings with parents/carers, facilitating appropriate home school learning and ensuring that the voices of the parent/carer and pupil are heard.

14. Contributing to the school’s Disability Equality Scheme and in writing and reviewing the action plan.    

15. Collaborating with external agencies, collating information, coordinating multi-agency meetings and ensuring agreed action is completed and reviewed.  The SENCO will contribute to the CAF (Common Assessment Framework) and may have responsibility as the lead professional in the school. 

16. The management of specific impairments including visual impairment, hearing Impairment, physical/medical conditions, Speech and Language, ASD and Social Communication.  The SENCO is responsible for contacting the appropriate outside agencies, implementing advice and programmes, organising INSET and training and monitoring progress. 

Notes:

1. The authority expects its employees to work flexibly within the framework of the duties and responsibilities specified above. The post holder may be expected to carry out work that it not specified in the job description but which is within the scope of the duties and responsibilities


2. This job description will be subject to review with the post holder after one year and may then be reviewed from time to time. 

Assistant Headteacher with SENCo responsibility
	Skills and Abilities
	Essential
	Desirable
	Assessed by

	The ability to lead and manage the school team effectively and efficiently and work with other professionals and agencies
	(
	
	Interview

	Communication skills, oral, written and presentational 
	(
	
	Application and interview

	The ability to deliver well planned, organised and innovative lessons 
	(
	
	Application and interview

	The ability to deliver INSET across the different staff groups in school
	(
	
	Application

	Proficiency in the use of ICT and the software programmes used in schools
	
	(
	Application

	The ability to lead, model and manage positive behaviour, good order and assertive discipline in the school 
	(
	
	Application and interview

	The ability to manage and account for budgets


	
	(
	Application

	The ability to manage school information and data for recording, target setting, monitoring, evaluation and reporting
	(
	
	Application and interview

	Displays commitment to the protection and safeguarding of children and young people
	(
	
	Application and interview

	Knowledge
	
	
	

	Up to date knowledge about legislation and national/specialist guidance and information 
	(
	
	Application

	How to lead and manage innovation and change
	(
	
	Application and interview

	Know how to use information and data to set targets, raise attainment and achievement 
	(
	
	Application and interview

	How children and young people learn, develop and progress through life stages and events
	(
	
	Application 

	How to manage and supervise teams of school support staff
	(
	
	Application and interview

	How to plan, deliver, monitor and evaluate lessons and learning as part of the school curriculum 
	(
	
	Application and interview

	Systems for identifying, reviewing and assessing special educational needs, disabilities and additional needs
	
	
	Application and interview

	How to manage health and safety policy and promote and safeguard pupil welfare
	(
	
	Application and interview

	How to manage equalities and inclusion policies and how these are implemented in schools
	(
	
	Application and interview

	How to support children with mental health needs


	
	(
	Application and interview

	Has up-to-date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people
	(
	
	Application and interview

	Qualifications and Experience
	
	
	

	Qualified Teacher Status
	(
	
	Evidence of qualification

	Successful teaching experience, including in middle management position(s) 
	(
	
	Application

	SEN qualification


	
	(
	Application and evidence of qualification

	Designated Safeguarding Lead training


	
	(
	Application

	Post threshold teacher status


	
	(
	Application

	Evidence of commitment to continuing professional development
	
	(
	Application 

	Personal Attributes
	
	
	

	Able to work dynamically, prioritising and reprioritising workload each day
	(
	
	Application and interview

	Highly organised


	(
	
	Application and interview

	Thrive on challenge and able to view change positively


	(
	
	Application and interview

	Good sense of humour and a consistently positive attitude
	(
	
	Application and interview

	Desire to ‘go the extra mile’ to ensure our pupils achieve all that they are capable of
	(
	
	Application and interview

	Ability to enthuse and inspire others
	(
	
	Application and interview

	Proactive and able to act on own initiative


	(
	
	Application and interview
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This school is committed to safeguarding and promoting the welfare of children and young people. Everybody who works for the school is expected to share and promote this commitment and to have, or acquire, the relevant abilities, skills and knowledge to carry it out.

