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Post title:   Assistant Headteacher and Inclusion Manager  
Grade:    BPET Leadership Scale: L1- L21  
Responsible to:  Deputy Headteacher and Headteacher 
Areas of Responsibility: SEND and Child Protection 
 
Purpose of the role:  To demonstrate leadership and management skills in your given area by leading 
teaching, learning and assessment in order to raise standards for all children, in particular vulnerable and 
identified key groups.  This will lead to all pupils achieving expected or better attainment and achievement. 
The role involves a strong focus on well-being, safety and ensuring good behaviour for all children. 
 

Overall Responsibility:  

 To lead, manage, develop and maintain high quality SEN provision which enables quality teaching, 
excellent learning outcomes and success for all pupils 

 To model effective teaching, to coach and train colleagues and to teach across the school 

 To keep all aspects of paperwork including records and policies, up-to-date and actioned, as appropriate 

The Assistant Headteacher will: 

 Fulfil all duties to a high standard with due regard for the schools Vision, Ethos and Values 

 Lead and inspire a team of teachers and children so they reach their full potential 

 Assist in developing outstanding practice in teaching, learning and assessment across the curriculum 
by inspiring, coaching and mentoring teachers, supporting them to develop and improve teaching and 
learning within their class or group 

 To uphold all school policies and procedures and promote the good name of the school. 

 To promote the use of current and emerging technologies creatively and positively to enhance 
learning. 

 To provide relevant information in a timely and appropriate manner 

 To communicate clearly to all stakeholders clearly and concisely through the written and spoken word 
and face-to-face 

 Ensure that the current Teaching Standards are met (in collaboration with the SLT). 

 Be one of the lead members of staff on child protection issues. 

 Be a highly effective teacher. 

 Work collaboratively with all members of the school community. 

 Use assessment data to analyse and identify trends and key groups across the school in order to 
improve opportunities for identified children (in conjunction with the Assessment Leader). 

 Take the lead in key initiatives, ensuring they impact positively on school development areas and 
progress across the age groups as appropriate. 

 Demonstrate enthusiasm, motivation and working with others to create a shared culture and positive 
climate. 

 Demonstrate a growth mindset in all areas, always using a solution focused approach to challenges. 

 Demonstrate resilience and resourcefulness. 

 Take responsibility for own professional development. 

 Participate in the school’s appraisal and professional development scheme, ensuring that objectives are 
set and met within the agreed time-scale. 

 Think creatively and imaginatively to anticipate and solve problems and identify opportunities. 
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The post holder will work with teachers, support staff, pupils and parents, seeking to establish 
and maintain productive relationships with them with the aim of improving the quality of teaching 
and learning and pupils’ achievement. 

 To deputise for the Deputy/Head in his/her absence from school. 

 Carry out other duties as reasonably required by the Headteacher. 

 
The Inclusion Manager Will: 

 Support all staff in understanding the needs of SEN pupils. 

 Devise and promote plans to ensure the needs of pupils with SEN are met and that  they are reflected in 
the school development plan. 

 Regularly monitor progress against targets for pupils with SEN from teachers’ plans, evaluate the 
effectiveness of teaching and learning by work analysis and use these analyses to guide future 
improvements. 

 Analyse and interpret relevant school, local and national information relating to pupils with SEN and 
advise the head teacher on the level of resources required to maximise achievement 

 Liaise with staff, parents, external agencies and other schools to co-ordinate their contribution, provide 
maximum support and ensure continuity of educational provision for pupils with SEN 

 Develop partnerships with parents to ensure that their views are considered and acted upon 
appropriately 

 Ensure that pupils with SEN are enabled to share their views and that these are acted upon appropriately 

 Support the identification of, and disseminate the most effective teaching approaches for pupils with 
SEN. 

 Collect and interpret specialist assessment data on SEND to inform practice 

 Work with pupils, class teachers and phase leaders to ensure realistic and challenging expectations of 
pupils with SEN. 

 Monitor the use of resources, teaching activities and target setting and develop and maintain a recording 
system for progress of pupils with SEN. 

 Achieve constructive working relationships and establish opportunities for the SENDCo to support 
teaching assistants, learning support assistants and and class teachers teachers to review the needs, 
progress and targets of pupils with SEND. 

 Provide regular information to Senior Leadership Team (SLT) and governors on the effectiveness of SEN 
provision and outcomes. 

 Advise and contribute to all aspects of SEND training to ensure the professional development of staff 

 Oversee and monitor appropriate budget allocations in liaison with the Headteacher. 
 

In order to achieve this, they will: 
 Deal sensitively with people, recognising individual needs and expertise to secure a consistent approach thus 

creating and upholding the school’s positive ethos. 

 Use skills of coaching and mentoring to oversee the work of the school’s curriculum teams ensuring that team has 
outstanding leadership evidence through raised pupil outcomes in that area. 

 Lead regular teaching and learning meetings to ensure continuity and progression in teaching and learning across 
the school. 

 Liaise effectively with other senior colleagues to ensure consistency of approach in teaching and learning across 
the school. 

 Liaise closely with support staff and other professionals so that they are able to make a significant contribution to 
teaching and learning as appropriate and in conjunction with the Inclusion Leader or other SLT as necessary. 

 Lead performance management for relevant staff. 
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 Provide guidance and support to staff in implementing schemes of work, relationships with parents, and other 
agencies as appropriate. 

 Provide feedback to all members of the school’s leadership team and appropriate stakeholders. 

 
The duties above are neither exclusive nor exhaustive and the post holder may be required to carry out 
appropriate duties within the context of the job, skills and grade. 
 
Confidentiality  
During the course of your employment you will see, hear or have access to, information on matters of a 
confidential nature relating to the work of Kilburn Grange School or to the health and personal affairs of 
pupils and staff.  Under no circumstances should such information be divulged or passed on to any 
unauthorised person or organisation. 
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Person Specification: 
 

Qualifications & Training Essential Desirable 
 

Education Qualified Teacher Status. 
 

Higher degree qualification. 
 

Professional Development Evidence of sustained CPD. Experience of leading CPD. 
Experience in participation 
with other schools, 
confederations. 

SENDCo Qualification  National Award in Special Educational 
Needs Coordination. 

Experience 
 

Essential Desirable 

Leadership Experience of leading staff. 
Experience of creating action plans 
which relate directly to school 
improvement objectives. 
Experience of updating the SEF. 

Experience of leading 
performance management processes. 

Teaching At least five years’ classroom 
teaching at Foundation, Key 
Stage 1 or Key Stage 2. 
Observations of teaching and 
learning regularly show practice to 
be good or better. 

Experience of teaching at more than 
one Key Stage. 
 

Skills and Qualities Essential Desirable 
 

Leadership Proven ability to lead, inspire, 
motivate and command 
respect. 
Proven ability to think clearly, 
strategically and incisively. 
Proven ability to communicate 
and engage effectively with all 
stakeholders. 
Resilient and positive under 
Pressure. 

Ability to delegate responsibility 
effectively. 
Ability to set high standards and to 
provide a focus for improvement. 

Management Proven ability to interpret 
school performance data and 
to identify opportunities for 
school improvement. 

Proven ability to lead self- 
evaluation and school 
development planning. 
 

Relationships with 
Stakeholders 

Proven ability to establish and 
develop positive relationship 
with all stakeholders including 
pupils, staff, parents/carers, 
governors and the wider 
community. 

 

 


