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Roles in Schools
Schools can seem like vast institutions. Knowing who to contact is crucial. Below are some key roles typically found in state secondary schools. Every school is different so check the school website or phone the main switchboard to check before making contact.
	Head teacher
	Overall leadership 

	Deputy heads with specific responsibilities e.g. inclusion
	Schools typically have several deputy heads, with specific responsibilities such as inclusion

	Assistant heads with specific responsibilities e.g. extended services, school specialism (e.g. arts, performing arts, ICT, science etc)
	In addition to deputies, schools have several assistant heads, who may also hold other management posts. It is worth seeking out their particular responsibilities – for example, extended services, the school specialism or inclusion

	Business manager/ bursar
	Manages financial and budgetary processes, management information systems, financial data, manage admin and site staff, generate income streams in keeping with school’s ethos, oversight of premises strategy

	Senior Administrative Officer (SAO)
	Responsible for coordinating admin services

	EMAG (Ethnic Minority 

Achievement Grant ) OR EMAS (Ethnic Minority Achievement Service)

Co-ordinator, teacher, 

teaching assistant


	Supports achievement of children from ethnic minority backgrounds. May support young people in taking extra qualifications in home languages, out of class support, home-school relations etc.

	Special Educational Needs Coordinator (SENCo)
	Co-ordinates support for children with special educational needs

	Head of Inclusion
	Coordinates support for young people who need extra help to stay in mainstream education e.g. those with behavioural difficulties, school refusal etc. Works in partnership with alternative providers outside school.

	Personal, Social Health and Economic Education (PSHEE) Coordinator
	Coordinates the PSHEE curriculum 

	Gifted and Talented (G&T) Coordinator
	Coordinates enrichment programme for children identified as gifted and talented by subject teachers. Children may be identified as G&T in a particular subject area even if they have difficulty with others.

	Heads of faculty/ subject areas (including Citizenship); deputy heads of subject with responsibility for particular Key Stages
	Coordinate the curriculum for particular subject areas 

	Learning Mentors
	Provide additional academic support, which can be one-to-one or in groups, for students identified as benefiting from it.


Primary schools generally have coordinators for many of the above responsibilities, but as smaller institutions they tend to teach longer hours, so have less management time.  Many primary schools also have Parental Liaison Staff – a job sometimes held by a Learning Mentor.
8 of the 12 primary collaboratives in Lewisham have now appointed Collaborative Extended Services Co-ordinators, who, when in post, will be an ideal point of contact.
