
 

 

 

A community of inspiration, excellence and opportunities for all to grow 

 

 JOB DESCRIPTION 

Job Title Assistant Principal, SENDco 

Post Holder  Reports to Vice Principal: Inclusion 

Grade Leadership 10-14 
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This Job Description should be read alongside the job description for all teaching staff. The post holder 

will be expected to undertake duties in line with the professional teacher standards for qualified 

teachers and work towards meeting these standards. 

 

Those on the Leadership Spine play a critical role in the life of the Academy. They inspire confidence in 

those around them and work with others to create a shared vision which motivates students and staff.  

They take the lead in enhancing standards of teaching and learning and value enthusiasm and 

innovation in others.  They have the confidence and ability to make management and organisational 

decisions and ensure equity, access and entitlement to learning. 

  

1. Impact the educational progress of students across the Academy 

1. To ensure the provision of an appropriately broad, balanced, relevant and differentiated 

curriculum for students. 

2. To identify clear, appropriate targets for attainment and achievement. 

3. To monitor and evaluate student progress and achievement against targets. 

4. To lead evaluation strategies to contribute to overall Academy self-evaluation. 

5. To implement Academy quality assurance procedures and to ensure adherence across the 

Academy. 

 

2. Lead, develop and enhance the teaching practice of other staff 

1. To ensure the establishment of common standards of practice and develop the effectiveness 

of teaching and learning. 

2. To plan and implement strategies to improve teaching where needs are identified. 

3. To provide induction, support and monitoring for new staff. 

4. To act as a role model of good practice for other teachers, modelling effective strategies with 

them. 

5. To act as a performance management team leader for identified teachers. 

6. To ensure all staff in Academy are familiar with the aims and objectives of the Academy  

 

3. Line management responsibility for a significant number of people 

1. To be responsible for the day-to-day management of staff including disciplinary, capability and 

recruitment processes. 

2. To monitor staff performance against Academy, student progress and personal targets. 

3. To ensure the effective and efficient deployment of staff. 

4. To ensure staff development needs are identified and appropriate programmes designed to 

meet these needs 
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4. Specific duties relating to this post  

SENDco 

 To be the named SENDco for the Academy. 

 To lead and implement the SEND code of practice. 

 To maintain an accurate SEND Register 

 To oversee the work of Academy Support & BASE Alternative Provision, monitoring the 

effectiveness of provision and its impact on student progress, behaviour and well-being 

 To evaluate the progress of SEND students and to develop appropriate intervention and 

alternative provision. 

 To liaise with the Heads of English and Maths to ensure the effectiveness of the Y7 Catch-

up Programme and the KS3 & 4 Foundation Learning Programmes 

 To work with outside agencies to develop our inclusion programme 

 To prepare and implement student EHCP’s and lead the annual reviews of students with 

EHCPs & Statements 

 To assess student’s needs in relation to extra support and apply for extra funding where 

needed via the GRIPs and TAPs systems. 

 To ensure all staff are fully informed of the needs and support strategies for all SEND 

students using regularly updated and reviewed personalised Grids for Learning. 

 To provide guidance and training for staff on the effective support of SEND students and 

on changes to the Code of Practice 

 To work with the Pastoral Leaders and Heads of Year to support the most vulnerable 

students  

 To liaise with SENDcos and staff in local primaries to ensure effective transition and 

information sharing for SEND students on entry to the academy in Y7. 

 To liaise with parents as appropriate with regard to students’ progress and conduct, 

success and underachievement, and informing them of homework, attendance or other 

concerns.  

 To develop a partnership with parents so that they are aware of the local offer and 

contribute to the genuine co-creation of Academy policy and practice. 

 Manage, lead and to be instrumental in planning and implementing the on-going 

development of the Inclusion Team, ensuring that they are well informed, enthusiastic 

and supported with the Academy. 

Safeguarding 

 To be the Designated Safeguarding Lead for the Academy 

 To be the Child Protection Officer & Looked after Children contact 

 To oversee the management of policies and practice in relation to student well-being & 

safegaurding 

 To ensure the Safeguarding Policy is updated regularly in line with KCSIE documentation 

and all staff are fully trained in and informed of the latest safeguarding practice 

 To work with the Safeguarding Officer to ensure all students are effectively supported 

and their well-being and safety is prioritised. 

 To maintain accurate, confidential records of safeguarding activity and share 

information with appropriate agencies 
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 To lead the weekly Student Welfare Team Meeting and ensure student referrals for 

support are actioned promptly 

General 

 To contribute to the whole school CPD programme in order to achieve consistently 

effective teaching and learning. 

 To regularly monitor review and evaluate each of the above in order to ensure that legal 

requirements and the interests of students and their parents are effectively being met. 

 To prepare reports on issues as required by the Principal, governors, DfE, or external 

agencies.  

 To keep abreast of trends and developments in education relevant to the post 

 To line manage middle leaders as required. 

To carry out any other duties which may be reasonably required by the Principal. 

 

All the above is subject to the terms and conditions laid out in the current Teachers Pay and Conditions 

document. 

 

This job description is current at the date shown, but, in consultation with you, may be changed by the 

Principal to reflect or anticipate changes in the job commensurate with the salary or job title. 

 

The employer for all positions with Shirebrook Academy is “Aston Community Education Trust.” 

 

 

 


