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St Martin's  School  


Assistant Headteacher with SENCO Responsibility

 Job Description

Name:



Post title:
Assistant Headteacher / SENCo
Location:  
Whinless Down Academy – St Martin’s School
Reporting to:
Headteacher

Salary: 

Leadership Pay Spine 


The Assistant Headteacher is based at one school but maybe required to work across the Academy.
General Description 
The Assistant Headteacher is responsible in supporting the Headteacher for managing the daily operation of the school, the supervision of all pupils and staff, and the school premises. They provide the day-to-day direction and leadership that represents a consistent and effective model of integrity, excellence, collaboration and accountability. 

The Assistant Headteacher will work alongside the Headteacher and the Executive Headteacher who will provide strategic leadership and hold overall accountability for direction, standards achieved and quality.

In carrying out their duties the Assistant Headteacher will consult and liaise with and work in partnership with the Headteacher and the Executive Headteacher.  

The role of the Assistant Headteacher  in our schools will be to:
· Articulate clear values and moral purpose for the leadership for the school, focused on providing a first-class education for our pupils.

· Ensure that the education and interests of our pupils are at the centre of everything we do in our school. 

· Model Positive relationships and attitudes towards our pupils, and to engage parents, governors and members of the local community in the constant and continual improvement of all we do.

(Appendix A expands upon these core principles)

The role of the SENCO in our schools will be to:

· To undertake the duties and adhere to statutory compliance of SENCO as detailed in the SEND Code of Practice 2014.

· Identify children with special educational needs and to provide the best education possible by  working alongside class teachers

· Liaise with outside agencies to help identify needs and to action provision as identified.

· Keep detailed records to support the process of statutory assessment and apply as required.
· To support staff through CPD and training opportunities. 

(Appendix B expands upon these core principles)

Signed  ______________________________________ (Assistant Headteacher)   Date_______________

Signed ______________________________________  (Executive Headteacher)  Date ______________
Appendix A
Qualities and Knowledge Required

· Hold and articulate clear values and moral purpose.
· Demonstrate optimistic personal behaviour, positive relationships and attitudes towards pupils and staff, and towards parents, governors and members of the local community.

· Lead by example – drawing on their own experience, expertise and skills and that of those around them. 

· Communicate compellingly the school’s vision supporting the drive for  strategic development of St Martin’s. 

Meeting our objective through improving teaching, learning and achievement in the classroom

Supporting the Headteacher and The Executive Headteacher to;

· Support the improvement and development of the school, providing CPD on areas of knowledge. 
· Ensuring that the school’s development is consistent within our core objectives and seeks further to serve our local community.

· Support colleagues in becoming outstanding practitioners. 
Leading and Managing

Supporting the Headteacher and The Executive Headteacher to;

· Help set ambitious targets for all our pupils, overcoming disadvantage and advancing equality, supporting staff in the impact of their work on pupils’ outcomes.

· Promote the sharing of best practice between teachers and supporting less good practice to desired outcomes.
· Uphold the school’s ethos within which all staff are motivated and supported to develop their own skills and subject knowledge and to support each other.

· Help to maintain the safe, calm and well-ordered environment for all pupils and staff with a strong focus on safeguarding and the development of exemplary behaviours in school and in the wider society and community.

· Support the performance management of staff, addressing under-performance, supporting staff to improve and valuing excellent practice.
Wider engagement and contribution

Supporting the  Headteacher and The Executive Headteacher to;

· Develop the capacity of the academy by working alongside other Assistant Headteachers, Headteachers, SENCOs
· Develop effective relationships with other services to improve academic and social outcomes for all pupils

· Support the MAT  in providing best/good practice in initial and continuing teacher education. 

Appendix B (SENCO Responsibilities)

SEND Code Of Practice (2014)

· Be knowledgeable in the SEND Code of Practice (2014)

· Be statutory compliant ensuring that time frames, parental engagement, rights to appeal, applications, schedules etc are all consistently applied in a timely and manageable way. Seeking advice as required.

· Involve parents and children in all parts of SEND Procedures 

· Prepare and be integral to the LIFT procedures 

· Prepare and apply for statutory assessments.

· Prepare and apply for High Needs Funding.

Identification of SEND

· Be knowledgeable about the types of needs and how they present.

· Support teachers and teaching assistant in the writing of IPPs and Provision Maps

· Undertake observations and assessments to support pupils.

· Work with pupils as required to ensure best possible outcomes. 

Working with outside agencies

· Seek professional advice when required
· Ensure Professional’s advice is adhered to and followed allowing pupils to make expected progress

· Analyse data to support planning for SEN pupils

Keep detailed records

· Adhere to the retention schedule for record keeping

· Be aware of the GDPR and ensure compliance

· Ensure all records are maintained in a sequential and manageable system.

CPD Training

· Keep up-to-date on current legislation and initiatives

· Identify training required for own CPD needs and that of teachers and teaching assistants in school.

