Assistant Headteacher (Pastoral & Inclusion) – Role Description

Purpose
The Assistant Headteacher position includes the role of SENCo.
The SENCo is responsible for the development, implementation and monitoring of the Special Educational Needs and Disabilities (SEND) Policy across the school. The post holder will be expected to take a strategic lead in evaluating and developing the Special Educational Needs and Disability provision within the school ensuring that each child is positively encouraged, supported and challenged to make excellent progress.
The role also includes supporting the Headteacher in leading the school’s safeguarding work and responsibility for implementing the school’s safeguarding policies set out in the Child Protection Policy.
The postholder will join the school’s Senior Leadership Team.

Main Duties and Responsibilities
EFFECTIVE SEND PROVISION
· Provide effective coordination and leadership of the school’s Special Educational Needs and Disability provision
· To work with the Senior Leadership Team and the Trust to ensure the academy is compliant with the SEND Code of Practice (January 2015) and the Equality Act (2010) by providing effective coordination and leadership of the school’s SEN provision
· Be responsible for the day-to-day operation of SEND policy and co-ordination of specific provision made to support individual children with SEND, including those who have EHC plans 
· Advise on the deployment of the school’s delegated budget and other resources to ensure the needs of all students are met 
· Ensure that an accurate SEND register is kept up to date by effective identification and monitoring of progress and development of all children
· Be responsible for the preparation of the annual SEND information report and the preparation of key reports to the governing body 
· Reviewing and keeping up to date other documents relating to SEND, such as the Accessibility Plan and Equality Objectives
· Be responsible for ensuring that a child with SEND gets the right support at the right time by liaising effectively with staff across the school. This includes being the lead on gathering the evidence for and requesting assessments for new EHCPs
· Ensure that children with SEND engage in the activities of the school alongside students who do not have SEND
· Lead and manage Teaching Assistants to ensure effective deployment and efficient use of resources
· Oversee the planning and production of Learning Plans and their dissemination to all relevant staff
· Coordinate and lead on annual reviews of EHCPs within statutory timescales
· Lead on the development and implementation of inclusive practice throughout the school, including ensuring that appropriate training occurs where necessary 
· Provide professional guidance to colleagues and work closely with staff, parents and other agencies. Advise on the graduated approach to providing SEND support
· Be aware of the provision in the Nottinghamshire Local Offer and work with professionals providing a support role to families to ensure that children with SEND receive appropriate support and high quality teaching
· Liaise with outside agencies, interpret and implement their recommendations in order to support pupil progress as necessary
· Ensure that detailed records are kept for each SEND child charting progress made and support given, mapping their provision and their progress in a way which is useful and accessible to other staff. This will need to be in line with GDPR regulations
· Coordinate meetings with parents as necessary 
· Be responsible for the baseline assessment of new children and other means of identifying pupils with SEND
· Arrange the assessment of children as required from referrals or enquiries from staff or parents 
· Undertake professional development as agreed with school leaders

WORKING WITH OTHERS AND SELF-DEVELOPMENT
· Treat people fairly, equitably and with dignity and respect to create and maintain a positive culture
· Communicate and liaise with staff, children, parents, governors and members of the local community as appropriate 
· Actively promote the school and liaise with outside agencies as necessary, representing the school as appropriate
· Build a professional and collaborative learning culture within the school and actively engage with others to build effective learning communities
· Acknowledge the responsibilities and celebrate the achievements of individuals and teams
· Demonstrate a commitment to Equality of Opportunity for all members of the school community
· Develop and maintain a culture of high expectations for self and for others and take appropriate action when performance is unsatisfactory
· Regularly review own practice, set personal targets with the Headteacher, and take responsibility for own personal development by participating positively in arrangements made for performance management 
· Manage own workload and support others to manage an appropriate work life balance
· To actively engage in projects and/or initiatives across the family of academies as and when directed by the Headteacher
· Provide INSET and training for staff, as required. 

Education and qualifications 
· ​ Qualified teacher status
·  National SENCO Award (or a commitment to working towards)

Experience 
· ​Experience of working with children with SEND to achieve expected and better progress
· Experience of planning and implementing strategies which impact significantly on children’s progress
· Evidence of developing coherent data tracking systems to support interventions and their evaluation
· Experience of working with outside agencies
· Experience of managing a team
The Equals Trust is committed to safeguarding and promoting the welfare of children and young people. We expect all staff and volunteers to share this commitment. Posts are subject to enhanced DBS checks. 

Knowledge, skills and abilities 
· Clear understanding of strategies to develop Quality First Teaching for SEND children
· Excellent understanding of the SEND Code of Practice (2015)
·  Up to date knowledge of good practice in primary education
·  Understanding of related statutory guidance linked to SEND, including:
· Exclusion from maintained schools, academies and pupil referral units in England (2022)
· Education for children with health needs who cannot attend school (2013)
· Supporting pupils with medical conditions at school (2017- Working together to Safeguard children (2018)
· Promoting the education of looked-after and previously looked-after children (2018)
· Ability to create and lead whole school change
· A commitment to inclusion in the fullest sense
· An ability to recognise potential safeguarding issues
· An ability to recognise where behaviours that challenge are as a result of an unmet need and an ability to identify and take action in managing this
· Understanding of and commitment to Equal Opportunities and anti-discriminatory practice
· Have a commitment to children, their families and the community
· Demonstrate a commitment to own professional development and a willingness to learn
· Be able to work in partnership with parents
· Excellent written and oral communication skills
· Good organisation and personal management skill
· Be friendly and have a flexible approach to work and be able to work as part of a team
· Be able to work on own initiative and be self-motivated
· Have a calm and confident manner


Safeguarding
This position also includes a significant safeguarding responsibility as the Deputy Designated Safeguarding Lead (DDSL).

Main Duties and Responsibilities 
These responsibilities should be read in line with the latest guidance from Keeping Children Safe in Education –The Role of the Designated Safeguarding Lead.
· Managing Referrals 
· To take lead responsibility for:
· Referring all cases of suspected abuse of any pupil at the school to children’s social care
· Supporting staff who make referrals to local authority children’s social care
· Taking part in strategy discussions and inter-agency meetings and/or to supporting other staff to do so and to contribute to the assessment of children
· Referring cases to the Channel programme (and supporting staff who make referrals) where there is a radicalisation concern

Raising Awareness
· Maintain links with Nottinghamshire Local Authority Safeguarding and the Equals Trust to ensure staff are aware of training opportunities and the local policies on safeguarding; and
· Where children leave the school ensure their child protection file is transferred to the new school or college as soon as possible.  This should be transferred separately from the main pupil file.  (The DSL is responsible for ensuring that reasonable steps are taken to effect secure transit and for obtaining confirmation of receipt from the new school or college.)
Training
· Ensure Robert Miles Junior School and Equals Trust Safeguarding policies are known, understood and followed appropriately.
· The DDSL will receive appropriate child protection training regularly (and refresh their knowledge and skills through network meetings, email updates and documents on an ongoing basis) in order to:
· Understand the assessment process for providing early help and intervention, for example through locally agreed common and shared assessment processes such as early help assessments
· Have a working knowledge of how local authorities conduct a child protection case conference and a child protection review conference and be able to attend and contribute to these effectively when required to do so
· Ensure each member of staff has access to and understands the School’s child protection policy and procedures, especially new and part time staff
· Be alert to the specific needs of children in need, those with special educational needs and young carers
· Be able to keep detailed, accurate, secure written records of concerns and referrals
· Understand and support the school with regard to the Prevent Duty and provide advice and support to staff on protecting children from the risk of radicalisation
· Obtain access to resources and attend any relevant or refresher training courses
· Encourage a culture of listening to children and taking account of their wishes and feelings, amongst all staff, in any measures the achool may put in place to protect them

Child protection recording requirements
· Keep detailed, accurate, secure written records of concerns and referrals of child protection concerns and log via CPOMS
· Keep accurate and up to date child protection files including TAF; TAC; minutes of CP or CIN meetings and any other meeting pertinent to the child
· Keep accurate logs of home visits and all communications with families, external agencies, and linked professionals to safeguarding concerns
· Have a working knowledge of how local authorities conduct a child protection case conference and a child protection review conference and be able to attend and contribute to these effectively when required to do so
· Ensure each member of staff has access to, and understands, the school’s safeguarding policy and procedures, especially new and part-time staff
· Be alert to the specific needs of Children in Need, those with special educational needs and Young Carers
· Understand relevant data protection legislation and regulations, especially the Data Protection Act 2018 and the General Data Protection Regulation
· Understand the importance of information sharing, both within the school and the safeguarding partners, other agencies organisations and practitioners
· Understand the unique risks associated with online safety and be confident that they have the relevant knowledge and up to date capability required to keep children safe whilst they are online at Academy
· Recognise the additional risks that children with SEN and disabilities (SEND) face online, for example, from online bullying, grooming and radicalisation and are confident they have the capability to support SEND children to stay safe online
· Where children leave the school the Designated Safeguarding Lead should ensure their child 

Experience
· Experience working with pupils of relevant age.
· Successful leadership and management experience in a school or other relevant organisation 
· Experience of managing safeguarding in a school or other relevant organisation 
· Building relationships with children and their parents, particularly the most vulnerable 
· Working and communicating effectively with relevant agencies 
· Implementing and encouraging good safeguarding practice throughout the staff team
· Demonstrable evidence of developing and implementing strategies to help children and their families 
· Experience of handling large amounts of sensitive data and upholding the principles of  confidentiality
· Expert knowledge of legislation and guidance on safeguarding and working with young people, including knowledge of the responsibilities of schools and other agencies 
· Ability to work with a range of people with the aim of ensuring the safety and welfare of children 
· Awareness of local and national agencies that provide support for children and their families 
· Excellent record keeping skills and attention to detail, in order to produce reports, take minutes of meetings, and document safeguarding concerns 
· Good IT skills, including previous use of CPOMS
· Effective communication and interpersonal skills 
· Ability to communicate a vision and inspire others 
· Ability to build effective working relationships with staff and other agencies 
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people


