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Archdiocese of Birmingham

ST. JOSEPH’S CATHOLIC PRIMARY SCHOOL
Fiennes Road, Banbury, Oxon OX16 0ET
Head Teacher: Ms Clare Smith


Professional Duties:
The School Teachers’ Pay and Conditions Document describes duties which may be required to be 
undertaken by teachers in the course of their employment. In addition, certain particular duties are 
reasonably required to be exercised and completed in a satisfactory manner. It is the contractual duty 
of the post-holder to ensure that their professional duties are discharged effectively.
This Job Description is a description of the job to be undertaken and performed to the satisfaction of 
the Headteacher by the post-holder. It does not form part of the contract of employment.

Job purpose:   
To take the strategic lead in developing, monitoring and evaluating SEND/inclusion practice within the school and to oversee the day to day operation of the school’s SEND/inclusion policy.


Objectives: 
(against which performance can be measured)
· To raise the standard of attainment and achievement of all children;
· To ensure the safeguarding of all children, including their well-being and mental health;
· To increase staff confidence and competence in delivering provision for pupils with SEND;
· To support staff in identifying the need for and implementing early intervention for any children at risk of underachieving;
· To ensure inclusive teaching for all children;
· To inform the SLT of all new legislation and practice concerning SEN and, in conjunction with the SLT, take a strategic lead on the implementation of all new legislation;
· To ensure a safe learning environment for all pupils.


Principal responsibility areas: (key areas of work)
Leadership and Management
· Support and contribute to the positive development of the Catholic ethos of the school;
· Ensure the safeguarding of all children; 
· Monitor pupil progress and set targets for raising attainment and achievement among pupils with SEND;
· Raise attainment and achievement for all pupils with SEND;
· Track pupil progress and identify children at risk of underachieving; 
· Monitor and evaluate the effectiveness of SEN provision;
· Take a lead on aspects of the Self Evaluation Framework (SEF) and school Development Plan (SDP) which relate to SEN and inclusive provision;
· Support and develop colleagues’ skills in relation to SEN through advice, guidance, coaching and organisation of training;
· Secure, allocate and monitor a resource budget, including the schools delegated SEN budget to ensure effective curriculum access for all pupils with SEND;
· Inform and advise SLT on all new legislation and the introduction of any new good practice and procedure in SEN;
· Support the SLT in improving parental involvement in the progress of their children;
· Maintain safe working and learning environments.


Teaching and Learning  
· Model good inclusive teaching and support staff to improve practice;
· Evaluate the impact of inclusive teaching and support staff to improve practice;
· Lead staff in training to improve the quality of provision for SEND pupils;
· Ensure all staff are up to date with teaching and learning strategies that promote effective inclusive practice.

Assessment and Recording    
· Monitor and develop systems already in place both for identifying and tracking pupils and evaluating and reviewing SEND provision;
· Collect and analyse assessment data on pupils with SEND;
· Ensure teachers use this effectively when planning for individual pupils;
· Develop new systems of assessment and recording both qualitative and quantitative data that will enhance the provision for SEND pupils and raise their levels of attainment and achievement;
· Provide SLT with all necessary data and information to make decisions about future developments in SEND provision;
· Prepare and report information necessary to parents to support their children.

Specific responsibilities for supporting Teaching Assistants
· Co-ordinate deployment of TAs across the school;
· Organise regular meetings with teaching assistants; 
· Ensure teaching assistants receive appropriate training in order that they can deliver 
intervention programmes to identified children in the class/classes they support;
· Arrange a programme of appraisal for all TAs. 


Key Tasks:
· Prepare and maintain an evaluative Provision Map, i.e. Evaluate My School;
· Monitor progress against the provision provided and review provision accordingly;
· Conduct annual SEN audit with designated governor and SLT;
· Liaise with PFMAC Inclusion Officer to ensure consistency of practice;
· Conduct the Oxfordshire audit of Educational Inclusion;
· Advise on setting targets for improvement for cohorts of pupils with SEND;
· Work alongside teachers to identify pupils who may have SEND;
· Work alongside SEN governor in developing an evaluative annual report to parents;
· Work alongside colleagues to develop appropriate schemes of work and individualised programmes for pupils with SEND;
· Administer and interpret a range of assessments;
· Support teaching staff to track progress;
· Undertake professional development activities to increase own effectiveness;
· Conduct TA performance management;
· Plan and deliver INSET for all staff in relation to overcoming barriers to learning, and statutory responsibilities;
· Purchase, establish and maintain appropriate teaching and learning resources in consultation with Headteacher and class teachers;
· Manage allocation of SEN budget;
· Maintain the SEN register;
· Liaise with parents of pupils with SEND;  
· Maintain, review and ensure compliance with all policies relating to the provision and implementation of SEN practice and procedures;
· Ensure the completion of all statutory reviews and pupil profiles;
· Participate in and complete EHAs, and contribute to TAFs/CiNs and CP plans as appropriate/required;
· Develop multi-agency working;
· Induct new staff in SEN policy and practice;


Health & Safety:
· Take reasonable care for their own health and safety and that of others who may be affected by their acts or omissions at work;
· Comply with the school’s Health and Safety Policy and procedures at all times, including fire safety, manual handling, and COSHH (Control of Substances Hazardous to Health) regulations;
· Report any hazards, accidents, near misses, or dangerous conditions immediately to their line manager or the Site Manager/Health and Safety Lead;
·  Use, but not misuse, any equipment, materials, or safety devices provided by the school;
·  Co-operate with school management on all matters relating to health and safety.



Safeguarding Children
· To have read the guidance in the document ‘Keeping children safe in education: 
information for all school and college staff’’ and to be aware of all of the school’s 
safeguarding policies; 
· To inform the Designated Safeguarding Leads of any concerns regarding a pupil’s safety and well-being and if there any concerns about a member of staff’s conduct
· To lead - alongside the Mental Health Support Team in school - to ensure that children’s well-being and mental health is given the highest priority and early signs of mental health issues are identified and addressed with appropriate support.

Note:
The duties and responsibilities of this post may vary from time to time according to the changing 
demands of the school. This job description may be reviewed at the reasonable discretion of the 
Headteacher in the light of those changing requirements and in consultation with the post-holder.
In any event, the Headteacher reserves the right to review and amend the job description.




Signed ………………………………………………..


Date …………………………………………………..
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