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Core Purposes of Utkinton C of E Primary School Assistant Headteacher / SENCO Role:
1. Work with CDAT, the Local School Governors, Headteacher to contribute to a strategic view for the school and its community; analyse and plan for its future needs and further development within local and national context.

2. Demonstrate high standards of personal integrity, loyalty, discretion and professionalism.

3. Publicly support all decisions of the Trust, Headteacher and Local Governing Body.

4. Provide an example of excellence as a leading classroom practitioner and an inspiration and motivator for other staff.

5. Promote a positive culture in accordance with the school ethos and mission and at all times provide an example of excellent professional conduct

6. To carry out the duties of a school teacher as set out in the Schoolteachers’ Pay and Conditions Document.

7. To teach across the school according to any identified need.
JOB DESCRIPTION
1. Role model the ethos and core values of our Church of England Academy school
2. The appointment is subject to the current conditions of employment for Class Teachers contained in the School Teachers’ Pay and Conditions Document, the School Standards and Framework Act, the required standards for Qualified Teacher Status and Class Teachers and other current legislation.
3. To carry out the duties of the Assistant Headteacher and SENCO as set out in the School teacher’s Pay & Conditions Document and the SEND Code of Practice
This job description may be amended at any time following discussion between the Headteacher and member of staff, and will be reviewed annually.

ASSISTANT HEADTEACHER & SENCO AREAS OF RESPONSIBILITY AND KEY TASKS

A
MANAGEMENT OF THE ORGANISATION
To support the Headteacher on a day-to-day basis to:

· Operate at all times within the stated policies and practices of the school as approved by the Trust, Governors and SLT.
· Contribute to a strategic view for the school in its community and analyse and plan for its future needs and further development within local, national and international context
· Determine the strategic development of special educational needs (SEN) policy and provision in the school; monitoring and reviewing the quality of provision, supporting development and reporting upon impact
· Undertake the professional duties of the Headteacher in her absence and the duties of SENCO
· To be fully aware of the principles of safeguarding and ensure the safeguarding policy is effective throughout school

· Take responsibility for some safeguarding workload; developing knowledge and skills required to act as lead safeguarding professional.
· Support the Head teacher in the appointment, deployment and development of staff to make effective use of their skills, expertise and experience and to ensure that all staff have a clear understanding of their roles and responsibilities. 
· Support the Head teacher in developing positive working relationships with and between all staff; provide and sustain motivation. 
· Contribute to the life of the school through effective participation in meetings and management systems necessary to coordinate the organisation and administration of the school
B
DEVELOPMENT OF SELF AND OTHERS

· Establish effective working relationships and set a good example through their presentation and personal and professional conduct;

· Be a positive support to teachers who are experiencing difficulties
· Participate in teacher training and mentoring to develop teacher’s understanding of teaching, learning and inclusion for all
· Take responsibility for own actions and consequences and make decisions in the absence of the Headteacher 

· Communicate effectively with parents, governors and outside agencies
· Attend leadership meetings as and when required and report back to staff, the Trust and governors as necessary
· Take responsibility for their own professional development and duties, reflecting on practice, participation in peer coaching, training and support to improve performance.

· Manage staff consistently and equitably and lead groups of staff in developmental activities, delegate appropriately and evaluate outcomes.
· Support the Continuing Professional Development programme for support staff

C 
LEADING SEND

· Be responsible for day-to-day operation of the SEND policy and co-ordination of specific provision to support individual pupils with SEN or a disability

· Offer advice and guidance to class teachers and ensure they are updated upon reports from external agencies, school assessments and planned provision for SEN pupils in their class
· Take responsibility for liaising with finance staff to ensure resources are effectively allocated and seek appropriate funding for pupils with additional needs

· Maintain an accurate SEND register and provision map

· Be aware of the provision in the local offer and be a key point of contact with the local authority
· Work with early years providers, secondary schools, educational psychologists, health and social care professionals, and other external agencies

· Analyse assessment data for pupils with SEN or a disability, implement and lead intervention groups for pupils with SEN, and evaluate their effectiveness
· Collect and interpret specialist assessment data gathered on pupils and use to inform practice. 

· Support teachers in setting targets for raising achievement among pupils with SEN. 

· Oversee and monitor the quality of individual plans and other support plans and maintain detailed information for subsequent meetings with parents. 

· Work with pupils, subject leaders, class teachers with tutorial/pastoral responsibilities to ensure realistic expectations of behaviour and achievement is set for SEN pupils.

· Identify a pupil’s SEN, co-ordinate provision that meets the pupil’s needs, and monitor its effectiveness
· Review the education, health and care plan with parents or carers and the pupil
· Prepare relevant paperwork to support applications for statutory assessments.
· Ensure that if a SEN pupil transfers to or from another school, all relevant information is shared and supports a smooth transition for the pupil

· Promote inclusion in the school community and access to the curriculum, facilities and extra-curricular activities
· To co-ordinate the application for and provision of special arrangements in KS2 SATs .

· To influence all Teaching and Learning policies to promote aspects of inclusive teaching.
· To be instrumental in providing a voice for vulnerable children and families which is recognised in all school policies and procedures.  
· Encourage all staff to recognise and fulfil their statutory responsibilities.
C
LEADING SCHOOL IMPROVEMENT
· To monitor the achievements, welfare and discipline of students, and to follow up the progress reviews, liaising with the pastoral team and parents when appropriate.
· Lead and arrange INSET regularly and where appropriate; this may include inviting external agencies to disseminate training and updates.
· Provide opportunities for observation of colleagues/visits to other schools in order to share best practice.

· Ensure up to date curriculum knowledge is maintained and shared with school staff
· Support developments and initiatives to improve standards in literacy and numeracy as well as access to the wider curriculum.

· Develop provision for pupils to achieve mastery
· Work with other schools to share best practice and cascade initiatives to staff

· Be a major contributor to school self-evaluation process and school development planning 
· Keep abreast of educational developments and lead staff development / changes in practice and policy in response

· Write annual action plans linked to areas of responsibility, monitor and evaluate and use to identify future priorities 

D
EXPECTATIONS FOR SENIOR SCHOOL LEADERS – TO:

· Develop leadership and management skills within the school and provide support for senior management; being directly responsible to the Trust, Headteacher and Local Governing Body

· Support the Headteacher in providing a clear vision for the development of the school

· Be a strong advocate for change and a champion for school improvement

· Ensure that improvements in English and Maths and are a priority target for all pupils

· Ensure the teaching of RE is regarded as a core subject in line with the expectations of a faith school and demonstrate the values necessary to be a leader in our Church of England school.

· Monitor progress and evaluate the effects of teaching and learning linked to the school monitoring policy

· Collaborate with Church and other agencies in providing for the academic, spiritual, moral, social, emotional and cultural well-being of pupils and their families

· Seek opportunities to invite parents/carers, members of the Church family, community, business or other organisations into the school to enhance and enrich the school and its value to the wider community

· Support Headteacher in maintaining positive behaviour throughout the school; resolving disputes and challenges from pupils, assisting and guiding families, supporting colleagues. Manage situations independently in line with the school behaviour policy, recording details on the “child or incident causing concern” sheets sharing information.

· Support the Headteacher to develop a thriving school curriculum which meets the needs of all learners and builds on prior learning

· Consistently achieve highest standards of teaching and learning and act as a role model for other members of staff to secure and sustain effective teaching and learning within their area of responsibility

· Establish good working relationships, encourage good working practices and provide support and leadership for other teachers

· Plan, organise and chair relevant team meetings with effective pre-agreed agenda items and minutes which are in line with school development priorities, policies and procedures.

	The employee will be required to safeguard and promote the welfare of children and young people and be faithful to the trust deed


Member of staff: …………………………….

Headteacher: ……………………………….
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