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WOODLANDS





Woodlands Primary School
Job Description
Title:

Assistant Headteacher (Inclusion)
Responsible to:
The Headteacher
Salary:
Leadership Scale (L1-4)
General Duties:

The Professional duties of teachers (other than the Headteacher) are set out in the School Teachers Pay & Conditions Document and Teaching Standards and describe the duties required of all teachers.  In addition, the specific requirements of the post holder, along with the particular duties expected of the post holder have been set out below:

Main Purpose of the Post - To provide professional leadership and management of inclusive practice, in order to secure high quality learning for all pupils
Professional Responsibilities

Assistant Headteacher:
· Support the vision, ethos and policies of the school which secure effective teaching, successful learning and promote high levels of achievement and self-esteem for all pupils irrespective of background, ethnicity, gender or disability
· Help lead and manage the creation and implementation of the School Improvement Plan which identifies priorities and targets for ensuring pupils achieve high standards and make progress, increasing teachers' effectiveness and securing school improvement and to take responsibility for appropriately delegated aspects of it
· Support the evaluation of the effectiveness of the school's policies and developments and analyse their impact on pupils 

· Ensure the effective and proficient use of pupil data from a variety of sources, both internal and external
· Raise standards of individual pupil achievement and ensure that good attainment is maintained by providing a model of high quality teaching
· Ensure that parents are well informed about the curriculum, targets, individual pupils' progress and achievement
· Develop and maintain good relationships with parents, outside agencies and the local community

· Appraise and support the professional development of others

· Support the Headteacher and Deputy Headteacher in the day-to-day running of the school e.g. for behaviour support, break duties, problem-solving, parent contact.
· Have specific responsibility for:

· Inclusion

· Provision and outcomes for vulnerable pupils

· Mental health of pupils and staff

· Safeguarding

Standards and Accountability:

· Support the aims of the school to promote a ‘learning community’

· Treat all the members of the community with respect and consideration

· Set a good example to all in terms of dress, punctuality and attendance

· Promote the school by attendance at and participation in events such as open evenings and performances

· Attend team and staff meetings

· Take responsibility for own professional development

Inclusion (including SENCo role):

· To provide professional leadership and management of inclusive practice in order to secure high quality learning for all pupils
· To liaise closely with the HT to provide up to date information regarding all inclusion matters 
· Work in partnership with the HT and Leadership Team to address all inclusion issues in the Self Evaluation Form (SEF)
· To communicate effectively with all stakeholders to ensure provision for the needs of all pupils is met

· To identify and  inform all staff of ‘vulnerable’ pupils (Special Educational Needs and Disabilities, English as an Additional Language, Pupil Premium, Child Protection, Gypsy Roma Traveller, etc)

· To regularly liaise with teachers, support staff and parents about vulnerable pupils
· To offer specialist support to all staff
· To be involved in monitoring and report on standards achieved for vulnerable pupils
· To review the school’s SEND policy, ensuring its consistent implementation
· To maintain the SEND Register according to the criteria set out by the Code of Practice 
· To purchase suitable resources and ensure these are available, catalogued, retrievable and effectively used
· To deploy TA support staff effectively to meet the needs of the cohorts across the Key Stage

· To analyse relevant data and track progress of all children, identifying target groups that need support or intervention and liaise with all relevant parties to ensure progress is being made
· To lead training and development of all staff and provide support and advice where appropriate
· To set high expectations for staff and children to model effective strategies of behaviour management
· To ensure the Mainstream Core Standards are embedded in daily practice
· To lead nurture provision across the school, including a clear policy and monitoring of impact
· To observe lessons with particular focus on TA support and provide feedback to improve existing practice

· To manage a team of support staff and lead them through the annual Performance Management cycle
· To liaise closely with external agencies (e.g. Early Help, Educational Psychology Service, Occupational Health, mental health agencies, Local Inclusion Forum Team, etc), to ensure all support required is accessed

· To ensure budgetary implications are well managed and provide value for money when providing additional pupil support
· To apply for EHCPs and funding in an appropriate timeframe
· To lead the work of the Inclusion Team, in liaison with SLT
Mental Health Lead:
· To be the school’s Designated Senior Mental Health Lead and create an annual action plan for pupil, staff and parent wellbeing

· To chair the Mental Health and Wellbeing meetings and ensure actions are completed and measured for impact

· To lead the Mental Health First Aider Team

· To ensure there are policies pertaining to mental health and wellbeing for staff and pupils and that these are regularly reviewed and updated

· Use surveys and pupil voice to collect and analyse data relating to mental health

Designated Safeguarding Lead:

· Take lead responsibility for safeguarding and child protection (including online safety)
· Attend regular DSL meetings with the Deputy DSL and the Pastoral Support Officer and lead the team effectively
· Support staff to carry out their safeguarding duties through effective training and induction
· Liaise closely with children's social care and other services, including producing reports and attending meetings or appointing an appropriate staff member to do so in your absence

· Decide on and make referrals to relevant agencies
· Manage the reporting and recording of safeguarding issues effectively and in line with Data Protection regulations
· Undergo relevant and regular training

· Understand the views of children 
(The role of DSL is outlined in Keeping Children Safe in Education)

As Assistant Headteacher, carry out any other reasonable duty as directed by the Headteacher as a member of the school Senior Leadership Team.

	Safeguarding
	Woodlands Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


This job description may be amended at any time after discussion with you, but will be reviewed annually through the Performance Management Process.
Date:

Signed:
Person specification

	criteria
	qualities

	Qualifications 
and training
	· Qualified teacher status 

· National Award for SEN Co-ordination, or a willingness to complete it within 3 years of appointment 

· Degree

	Experience
	· Teaching experience 

· Experience of working at a whole-school level

· Involvement in self-evaluation and development planning

· Experience of conducting training/leading INSET

· Experience line managing and managing performance



	Skills and knowledge
	· Sound knowledge of the SEND Code of Practice

· Understanding of what makes ‘quality first’ teaching, and of effective intervention strategies

· Ability to plan and evaluate interventions

· Data analysis skills and the ability to use data to inform provision planning

· Effective communication and interpersonal skills

· Ability to build effective working relationships

· Ability to influence and negotiate

· Good record-keeping skills

	Personal qualities
	· Commitment to getting the best outcomes for pupils and promoting the ethos and values of the school

· Commitment to equal opportunities and securing good outcomes for pupils with SEN or a disability

· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality

· Positive, ‘can-do’ attitude

· Team player
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