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	Whitkirk Primary School 

	SENCO / Inclusion Manager job description

	Employment details

	Job title:
	SENCO / Inclusion Manager 

	Reports to:
	Governing body, Headteacher, members of the Senior Leadership team

	Type of position:
	Permanent

	Hours of work:
	0.6 – hour to be negotiated

	Grade:
	M1 – UPS 3

TLR 2a –Senior Leadership Team role

	Main duties and responsibilities
· co-ordinate and support the Inclusion Team

· promote a safe and secure learning environment

· work with class teachers to plan a differentiated curriculum

· assist staff in the acquisitions and preparation of resources which will facilitate wider inclusion of all pupils

· assist in staff development programmes

· lead and manage a team of learning mentors and support staff, effectively deploying skills, promoting good working relationships and communication

· identify staff training needs and ensure they are met through the performance management process
· co-ordinate liaison with school staff, outside agencies and parents

· ensure provision for pupils with SEN is effective and appropriate to their needs

· liaise with High schools for transition information

· keep up to date and relevant records on pupils’ needs and attainment

· maximise the contribution of the team to improving the life of the school community

· participate in whole school policy making

· Lead the development and management of initiatives as part of the Inclusion Team

· assist in the recruitment of staff and induction programme for appointed candidates

· manage finance, allocating resources to meet the objectives of the team

· ensure that the inclusion budget is managed effectively with reference to the school’s financial policy and procedures.
· supporting individual pupils through assessment, tests and examination in line with the school procedures and as agreed with examination bodies

· working with groups and individual pupils on a one to one basis to develop learning and social and emotional skills

· accompanying pupils with specific difficulties on trips or visits



	· working with parents to maintain regular contact to keep them informed of their child’s need and of their progress, and to maintain positive family support and involvement

· ensuring that the team’s administrative work is effectively and efficiently completed, to include:

· creating Inclusion Team timetables

· supervision of work of the Inclusion Team staff

· contact with outside agencies

· the implementation of behavioural support plans by staff and their full understanding by   pupils

· To be a member of the Leadership Team

· To work closely with the Leadership Team to ensure smooth transition of children with SEN between year groups and phases across school

· To be a role model of exemplary classroom practice

· To contribute to school self-evaluation and improvement planning and plan and implement strategies where improvement needs are identified

· To provide the Leadership Team with pupil performance data for children with SEN

· To oversee and collate provision mapping at Wave 2 and Wave 3 across the school

· To monitor standards and track progress for children with SEN

· To manage and develop Teaching and Support Staff in relation to Inclusion provision 

· monitoring standards of teaching and support in the provision for children with SEN

· coordinating CPD needs and opportunities for all staff in relation to Inclusion

· Monitor and support teachers’ planning in line with school policies and to ensure that curriculum coverage and progression are achieved

· Monitor and support assessment for learning

· Support the staff in the use of appropriate attainment and curricular targets 

· Act as a performance management team leader 

· Monitor systems to assess and record pupil progress and achievement

· Monitor pupil standards and achievement against annual targets 

· Provide the school’s leadership with pupil performance information and data 



	


This school is committed to safeguarding and promoting wellbeing of all children and expects our staff and volunteers to share this commitment.
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