St. Paul’s Primary School Chippenham

Job Description

Post Title:
Deputy Headteacher and SENCO

	Purpose
	· To lead on raising standards of pupil achievement and attainment across the school.

· In partnership with the Headteacher be accountable for pupil progress and development.

· To develop and enhance the teaching practice of colleagues.

· To ensure the provision of an appropriately broad, balanced relevant and differentiated curriculum for pupils in accordance with the vision and aims of the school and the curricular policies determined by the Governing Body and Headteacher

· As SENCO, to lead provision of SEND across the school (mainstream) 

· Carry out the professional duties of a teacher as required

· To ensure that safeguarding practices are robust across the school and engage in relevant CPD to keep up to date with legislation and guidance.

	Reporting To
	Headteacher

	Responsible for
	Senior Leaders, Teaching staff, Teaching Assistants and other relevant personnel

	Liaising with
	Head, Staff, Parents, all other school staff.

	Working Time
	195 days per year  Full Time

	Salary/Grade
	L3-7

	Core Duties

	Operational/ Strategic Planning
	· To ensure adherence to schemes of work, marking policy, assessment and teaching and learning strategies

· To actively monitor and follow up pupil progress

· Ensure that the school carries out its statutory responsibilities regarding all students with an EHCP or SEN profile.

· Exercise a key role in assisting colleagues with the strategic development of SEN policy/provision.

· Undertake day-to-day co-ordination of SEN pupils’ provisions through close liaison with staff, parents and external agencies, providing maximum support and ensure continuity of provision

· To implement school policies and procedures eg Equal Opportunities, Health and Safety

· To work with colleagues to formulate strategic plans, which have coherence and relevance to the needs of pupils

· To lead and manage the overall planning to ensure it reflects the needs of pupils, SDP and the aims of the school

· To contribute to the designated curriculum area by staying abreast of the most recent educational and pedagogical research/papers

· To ensure health and safety practices including risk assessments are inline with national requirements

· To support the school in meeting its legal requirements for worship.

	Curriculum Provision
	· To assist the Head in ensuring that the designated curriculum area provides a range of teaching which complements the school’s strategic objectives

	Curriculum Development
	· To lead curriculum development across the school in liaison with curriculum leaders

· To keep up to date with national developments in teaching practice and methodology

	Staffing
	· To work with Head to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs

· Support all staff in understanding the needs of SEN pupils, monitoring pupil progress and evaluating the quality of teaching and learning

· To undertake performance management reviews and be responsible for the appraisals of all main classroom-based teaching assistants.

· To make welcome and support any supply staff when colleagues are absent

· To participate in the interview process for teaching posts when required

· To promote team work and to motivate staff to ensure effective working relations

· To be responsible for the day to day management of Senior Leaders.

	Quality Assurance
	· To ensure target setting is evident across the school, and all staff and pupils work towards their achievement

· To oversee common standards of practice in developing effective teaching and learning styles in liaison with the Senior Leaders

· To seek/implement modification and improvement where required

	Management Information
	· To analyse and evaluate the performance data across the school.

· To identify and take appropriate action on issues arising from data, setting deadlines where necessary and reviewing progress for the actions taken

· To produce reports on performance and value added data.

· Through line management of Senior Leaders, ensure assessment week outcomes are efficiently communicated with the administration assistant for the electronic the collation of data.

	Communication
	· To ensure Senior Leaders promote the school aims and objectives within their teams.

· Ensure effective communication with parents and students

	Marketing and Liaison
	· To contribute to school liaison within the town cluster of schools.

· To actively promote development links with external agencies.



	Management of Resources
	· To manage and oversee the curriculum budgets for reusable equipment.

· To organise and maintain the budget for ‘stock’ and keep appropriate records.

	Pastoral System
	· To monitor and support the overall progress and development of pupils within the school, in partnership with the Headteacher.

· To monitor pupil progress and performance in relation to individual targets, ensuring that Follow-up procedures are adhered to and that appropriate action is taken where necessary

· Support the Senior Leaders to ensure that the Behaviour Management system is implemented across the school; so that effective learning can take place.

	Teaching
	To undertake an appropriate programme of teaching in accordance with the duties of a classroom teacher.

	Additional Duties
	To play a full part in the life of the school community, to support its vision and aims.

	

	Other Specific Duties
· To continue personal development as agreed

· To actively engage in the performance review process

· To undertake any other duty as specified by STPCB not mentioned above

· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified

· Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disability condition

It is the responsibility of all members of staff at St. Paul’s School for the safeguarding and promotion of the welfare of children

This job description is current at the date shown, but following consultation with you, may be changed to reflect or anticipate changes in the job which are commensurate with the salary and job title


DEPUTY HEADTEACHER/SENCO PERSONSPECIFICATION 
ST. PAUL’S PRIMARY SCHOOL – March 2026

This person specification should be read in conjunction with the latest School Teachers’ Pay and Conditions Document. It may be modified by the Head teacher, with the post holder’s agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title. 

	QUALIFICATIONS

Essential

Desirable

A person who has: 

· Qualified Teacher Status. 

· NASENCO Qualification obtained or desire to work towards this. 

· Evidence of Continuing Professional Development. 

EXPERIENCE

Essential

Desirable

A person who has experience of: 

· Leading and managing effective SEND provision with a thorough understanding of and commitment to inclusive education. 

· Recent leadership role in a primary school. 

· Working effectively with other schools, parents and groups within the wider community. 

· Recent experience of leading whole school staff training. 

· Teaching across the primary phase

· Experience in more than one school. 

· Leading staff teams and appraisal procedures. 

· Leading whole school SEND provision and carrying out the duties of a SENCO to fulfil statutory obligations. 

· Experience of working with Governors and School Improvement advisors

· Experience of presenting curricular issues to parents, governors and others



	PERSONAL AND PROFESSIONAL SKILLS




	Essential
	Desirable

	A person who has experience of: 
· Demonstrate confidence in modelling classroom practice for their colleagues. 

· Motivate and inspire confidence in pupils, staff, parents and the wider community in order to further develop and promote the school. 


	· Think creatively and imaginatively, in collaboration with others, to solve problems and identify opportunities. 

· Delegate and monitor effectively. 

· Be flexible and supportive of staff. 

· Support the Headteacher in staff appraisal. 


KNOWLEDGE AND UNDERSTANDING

	Essential
	Desirable

	A person with a good knowledge and understanding of: 
· The application of classroom observations, pupil voice, line management and target setting to raise standards in teaching and learning for all pupils including those with SEND  

· Current national education initiatives, especially in relation to SEND. 

· Target setting; pupil tracking; benchmarking and other methods of analysing both pupil attainment and achievements, with a focus on SEND pupils. 

· Strategies for SEND provision and accelerated pupil progress. 

· Good practice in developing the whole child through an enriched curriculum in school and extra-curricular activities. 

· Developing pupils’ mental health and emotional well-being. 

· Child Protection and Safeguarding procedures and legislation. 


	· Knowledge of IT and its effective use as a management tool as well as across the curriculum to enhance teaching and learning. 

· School Development Planning and School Self Evaluation, including experience of assisting the HT in writing the SDP and the School SEF. 

· Working in partnership with parents and outside agencies. 




