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	Job Title:                     Assistant Headteacher: Admissions and Complex Needs 
Accountable to:          Headteacher and Governors

Salary Scale:             Leadership  - dependent on skills and experience

	JOB PURPOSE 
Support the Executive Headteacher and Head of School with regard to leadership of the school which secures its success and continuous improvement, ensuring high quality education for all pupils leading to the highest standards of learning, care and achievement in accordance with statutory requirements.

	ROLE
The Assistant Heads of School working with the Executive Headteacher and Strategic Leadership Team and Governors are responsible for providing leadership and direction for the continuing improvement of the school. They will contribute to developing the overall provision for pupils who are D/deaf and those with speech, language and communication needs within Oak Lodge
The Assistant Headteacher for Admissions and Complex Needs will be responsible for leading and co-ordinating all aspects of provision for pupils with additional needs including admission and updated provision.


	Main Responsibilities


	Lead and manage the work of the school in relation to:
· Admissions

· Pre-entry Assessment
· EHCP’s and reviews
· Multidisciplinary liaison

· Pupil Profiles

· Provision Maps

· Language and Communication (in conjunction with the Therapy Lead)
· Monitor and evaluate progress 

· Advise the Senior Leadership Team on all matters associated with pupil needs

· Oversee the work of the TAs who provide support for individual pupils within the classroom.


	Shaping the Future
	· Contribute to and communicate a shared vision, ethos and strategic plan that inspires and motivates all pupils, staff and governors to reflect the needs of the school and part of the Oak Lodge Community in its wider context
· Work collaboratively to translate the vision into clear objectives that promote and sustain school improvement. 

	Teaching Responsibilities

	· Teach up to 6 lessons a week ensuring high quality teaching and learning so that pupils make good progress. 

	Leading Learning and Teaching
	· Working with the Assistant Head for Teaching and Learning deliver INSET to upskill staff in a wide range of additional needs, learning styles and approaches to teaching
· Support staff in developing learning materials to meet the needs of individual pupils
· Implement effective methods of tracking, recording and reporting pupil progress 
· Ensure that identified provision is being used effectively to optimise pupil progress
· With the Assistant Head for Teaching and Learning, monitor, evaluate and review classroom practice and support staff with strategies for further improvement. 
· Share responsibility (with the Assistant Head for Teaching and Learning, for the analysis of key school performance data, to ensure priorities are appropriate and that pupil progress is maximised.
· Hold and positively encourage high expectations for all pupils.
· Support a culture that supports and facilitates pupil enrichment and engagement in, and ownership of their learning


	Developing Self and others
	· Provide clear leadership, guidance and support to staff
· Performance Manage staff and use the process to develop their personal and professional effectiveness. 

· Set high expectations for all and address underperformance.
· Act as a role model for the highest professional standards.
· Ensure both self and others achieve an appropriate work/life balance.
· Acquire leadership competencies and undertake a planned progression to secure high level leadership


	Leading and Managing the Organisation 
	· Work collaboratively to create an organisational structure that reflects the school’s values, and enables the management systems, structures and processes to work effectively in line with legal requirements.
· Take collective responsibility so that the schools resources are organised and managed to provide an efficient, effective and safe learning environment.
· Produce and implement clear, evidence-based improvement plans and policies for the development of the school and its facilities within the overall continuum of provision.
· Contribute to and review the SEF and the School Improvement Plan


	Securing accountability
	· With the Executive Headteacher, Head of School and other Assistant Heads share responsibility for the development of a school ethos that enables everyone to work collaboratively, share knowledge and understanding, celebrate success and accept responsibility for outcomes.
· Contribute to, develop and present an accurate account of the school’s performance to a range of audiences including governors, parents and carers, Children and Young People’s Service and OFSTED.


	Strengthening Community
	· Co-operate and work with relevant agencies and partners to ensure the well-being of children.

· Ensure learning experiences for pupils are linked and integrated with the wider community, local, national and global.

· Commitment to train with schools / practitioners with identified SEN expertise to disseminate and share good practice.

	Safeguarding and Promoting the Welfare of Children
	· Ensure a safe and supportive school culture.
· Ensure the welfare of children is safeguarded and promoted in line with current best practice and LA advice.
· Contribute to and develop policies and practices that minimise opportunities for abuse and ensure its prompt reporting.


	Other
	· Undertake the professional duties of the Executive Headteacher/Head of School in their absence



	GENERAL DETAILS

This job description is to be performed in accordance with the provisions of the School Teacher’s Pay and Conditions Document and the range of duties set out therein. It is expected that you will observe the Core and Extension components (section 2/iii) of the SEN Specialist Standards (2002).  
As a specialist leader, you will adhere to the National Standards for Specialist Teachers (1998) and be responsible to the Headteacher with regards to any professional duties negotiated outside the job description.


	REVIEW

This job description does NOT define all the duties and responsibilities commensurate with the post. As such, it will be reviewed at the end of the academic year or earlier if necessary and may be amended at any time after consultation with you.


	DUTY OF CARE

Within the School each member of staff has a duty of care to themselves and others. 

The post is subject to enhanced disclosure from the Disclosure and Barring Service



�





OAK LODGE SCHOOL





JOB DESCRIPTION 









