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UPPER SCHOOL LEADER ~ JOB DESCRIPTION

	Roles within Post:
	Special Educational Needs Co-ordinator, Key Stage 2 Manager, Core Subject Leader, 

Middle Leader/Member of Senior Management Team & Class Teacher 

	Pay Scale:
	MPS/UPS dependent upon teaching experience plus TLR 2c

	Responsible to:
	Headteacher

	Responsible for:
	Teachers and/or Support Staff as directed by the Headteacher

	Overall Purpose:
	· To carry out the professional duties of a Teacher as set out in the School Teachers' Pay and Conditions Document and in accordance with the school's policies and the National Curriculum;
· To be accountable for the educational progress of pupils throughout Key Stage 2, for progress and attainment across school within a core subject and to act as the Special Educational Needs Co-ordinator for the school, responsible for SEN policy and its implementation;
· To support the Headteacher and other members of the Senior Leadership Team in the management and organisation of the school, including working with the Lower School Leader to ensure the smooth running of the school in the absence of the Headteacher, Deputy Headteacher and Assistant Headteacher;

· Lead by example as a teacher and as a Middle Leader, acting as a professional role model for staff, promoting teamwork and trust;
·  To assist in the development and implementation of school aims, procedures, policies and practices, leading on school improvement priorities linked with the key aspects of the role described in the specific responsibilities section below.

	Specific responsibilities:

	· Special Educational Needs Co-ordinator 

· Teaching and Learning throughout Key Stage 2
· Curriculum planning and enrichment throughout Key Stage 2
· Assessment and statutory testing throughout Key Stage 2
· School improvement priorities throughout Key Stage 2
· Pastoral issues throughout Key Stage 2
· Performance Management

· Core Subject Leader (English, Maths or Science)

· Pupil Voice role throughout school (e.g. School Council or Class Ambassadors)
· Senior Management Team 


The following list is typical of the level of duties which the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time.

	Duties as Special Educational Needs Co-ordinator


	· Maintain Pupil Support Plans and assist teachers with the writing of Individual Learning Plans (ILPs) for all pupils on the SEN register, reviewing them termly;
· Maintain the school’s provision map, ensuring that the SEN budget is used efficiently and appropriately;
· Carry out a range of quality assurance activities to ensure that individual needs are met;
· liaise with outside agencies, as necessary, ensuring that all necessary paperwork is completed, e.g. for Education Health Care Plans;
· Arrange and attend review meetings;
· Carry out termly progress meetings with parents/carers of pupils on the SEN register; 
· Advise teaching and support staff on the support of SEN pupils through differentiation;
· Liaise frequently with Teaching Assistants;
· Ensure pupils’ individual needs are assessed appropriately, making referrals as necessary and using the outcomes/recommendations from assessments to inform ILP targets;
· Keep the Headteacher well informed about the progress of individuals and groups;
· Complete an annual SEN audit and write a SEN improvement Plan;
· Report to governors termly about the impact of actions in the SEN improvement plan;
· Liaise with the SEN governor at least once every term to discuss the outcome of quality assurance activities;
· Identify and provide for the training needs of teachers and support staff with regard to SEN, leading staff training as appropriate;
· Write an annual SEN Information Report for parents/carers to be delivered to governors and published on the school website.

	Duties as Key Stage 2 Manager
	· Establish good relationships, encourage good working practices, support, inspire and lead staff working within Key Stage 2;

· Oversee all aspects of Key Stage 2 organisation and management in order to ensure that school policies and practices are delivered and school improvement priorities are addressed effectively;
· Co-ordinate the organisation of assessments and statutory testing throughout Key Stage 2, paying due regard to national and local Assessment & Reporting Arrangements; 
· Ensure that Key Stage 2 class timetables have curriculum continuity, consistency, breadth, balance and progression, providing opportunities to enrich pupils’ learning experiences;
· Evaluate pupils' progress and attainment in Key Stage 2, reporting to the Senior Leadership Team and governors termly;

· Lead by example, using educational research to develop exemplary innovative teaching practice and inspire other staff to seek to continuously improve their practice, implementing highly inclusive practices so that the diverse needs of all pupils are met; 

· Monitor standards of behaviour across Key Stage 2, providing advice and support to staff, in line with the school behaviour policy as necessary; 
· Take responsibility for the pastoral care of pupils in Key Stage 2, including at lunchtime, when necessary and ensuring that any child protection concerns are dealt with promptly and effectively;
· Liaise with the Lower School Leader to ensure continuity and progression across school;

· Organise Key Stage 2 assemblies and events and lead whole school assemblies when required;

· Co-ordinate and oversee the organisation of school visits and extra-curricular activities within Key Stage 2. 

	Duties as Core Subject Leader
	· Develop and implement a subject policy that evidences the subject vision linked to the school vision and high expectations for each year group;
· Ensure that Long, Medium and Short Term Planning meets pupil needs and all National Curriculum requirements; 
· Analyse all relevant data to promote the highest possible aspirations for pupils and ensuring suitable opportunities are provided for pupils’ potential to be met;
· Carry out quality assurance activities to evaluate current practice (including policies and any schemes of work) and provide feedback about strengths and areas for development to staff, to the Senior Leadership Team and to governors; 
· Support, inspire and advise staff, working alongside them in the development of their classroom practice, where appropriate;

· Lead by example, through exemplary classroom practice;

· Disseminate information to staff, and provide training to promote staff development and improve classroom practice; 
· Complete an annual subject self evaluation and write a subject improvement plan that links to school priorities;
· Report to governors termly about the impact of actions in the subject improvement plan and present an Annual Subject Report to Governors; 
· Ensure the core subject has a high profile throughout school, working towards appropriate Quality Marks that evidence external moderation of subject provision and outcomes;
· Maintain an up-to-date knowledge of local and national initiatives;

· Be responsible for the budget allocated to the subject area, and prioritise resource needs as indicated in the School Improvement Plan.

	Duties as Member of SMT
	· Support the Headteacher and other members of the Senior Leadership Team in implementing the vision and core values of the school;
· Assist in the management, organisation and smooth running of the school, and the development and implementation of procedures, policies and practices; 

· Contribute to school self evaluation and the development of the School Improvement Plan, taking a lead role in implementing and evaluating specific objectives in order to enable the achievement of whole school aims;
· Together with the Senior Leadership Team, lead on quality assurance processes linked to the specific responsibilities of the Upper School Leader, in order to monitor standards within those areas and bringing about further improvement;
· Take responsibility for an aspect of the school’s work to ensure that pupil voice informs school improvement, involving governors, as appropriate;

· Work with the Lower School Leader to ensure the smooth running of the school in the absence of the Headteacher, Deputy Headteacher and Assistant Headteacher;

· Lead by example, as a professional role model for staff, promoting teamwork and trust;
· Contribute to SMT meetings as required, and report back to staff when necessary; 
· Participate in, and where appropriate, lead staff training and development, assisting the Headteacher and other members of the Senior Leadership Team in the implementation of performance management systems;
· Communicate effectively and work collaboratively with support staff, teachers, other professionals, parents, carers, outside agencies and the local community, to enhance teaching and learning and promote the positive contribution and well-being of pupils; 

· Work effectively with and assist integrated processes and local opportunities which support North Tyneside aims for children, young people and their families; 

· Promote the safeguarding and welfare of pupils in line with school policies and promote the implementation of policies and practices that encourage mutual tolerance and respect for diversity in all aspects of school life.

	Duties as Class Teacher
	· Carry out the professional duties of a teacher as set out in the School Teachers' Pay and Conditions Document, in accordance with the school's policies and the National Curriculum. 

	This job description forms part of the Contract of Employment of the person appointed to this post. In consultation with the post holder, the Governing Body may choose to amend or alter the job description to reflect or anticipate changes in the role commensurate with the grade.

Whilst every effort has been made to detail the main duties and responsibilities of the post, each individual task and duty to be undertaken has not been identified. The post holder will be expected to comply with any reasonable request from the Headteacher to undertake work of a similar level that is not specified within this job description. 


