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St. Mary’s CE Primary School

INCLUSION MANAGER

Job Description

Pay Scale:

Responsible to: The Head Teacher 

Responsible for: Teaching Assistants and Learning Support Assistants

Purpose

To support and promote an inclusive culture throughout the school, enabling all children to achieve their best, overcoming barriers to learning and participation.  The Inclusion Manager holds a very important strategic role in the Senior Leadership Team of the school.  It entails co-ordinating appropriate provision for children with special needs and disabilities; and liaising with colleagues, parents/carers and outside agencies to ensure high standards of teaching and learning. 

In the context of this job description, pupils with Special Educational Needs include:

· Pupils with disabilities

· Pupils on the SEN Register
· Pupils with medical needs
· Pupils identified as being more able
· Pupils with specific learning difficulties
· Pupils with identified behavioural problems
· ‘Looked After’ pupils and those subject to Child Protection Procedures
· Pupils eligible for Free School Meals

· Pupils belonging to Ethnic Minority Groups

· Pupils with English as an additional language

· Pupils who the Head Teacher considers have previously received, for any reason, an inadequate or compromised education

Priorities:

· Individual targets detailed within your performance management review

· Whole school priorities detailed in the School Improvement Plan

Professional Responsibilities

· Those listed in the current Teachers’ Pay and Conditions document

· Be responsible for provision for children with Special Educational Needs and have a working knowledge of the SEND Code of Practice

· Ensure inclusive practice and equality of opportunity for all

· Disseminate good Inclusion Practice across the school

· To evaluate the effectiveness of the school’s policies and analyse their impact on pupils who have Special Educational Needs and disabilities

· To be responsible for creating and updating school policies and schemes relating to inclusion

· Undertake a significant teaching commitment and provide an outstanding professional model as a classroom practitioner

· Support the vision, ethos and policies of the school to secure effective teaching, successful learning and promote high levels of achievement and self-esteem for all pupils irrespective of background, ethnicity, gender or disability

· Help lead and manage the creation and implementation of the school’s strategic plan which identifies clear priorities and targets for ensuring pupils achieve high standards and make progress, increasing teachers effectiveness and securing school improvement and take responsibility for appropriately delegated aspects of it, including School Evaluation

· Be a strong advocate for change and champion school improvement

· Convey a positive ‘can do’ attitude, motivate and inspire staff to secure successful outcomes

· Raise standards of individual pupil achievement and ensure that good attainment is maintained

· Ensure the effective and proficient use of pupil data from a variety of sources, both internal and external, in the process of target setting

· Ensure that appropriate methods of assessing and recording children’s needs and progress are introduced and maintained

· Set targets for raising achievement among pupils with Special Educational Needs and disabilities

· Co-ordinate and support the planning for the teaching and support of identified children

· Monitor teaching and learning of pupils who have been identified as requiring specific support

· Establish good relationships and encourage good working practices to support and lead others with a focus on Inclusion

· Manage, support and monitor the induction, Performance Management and welfare of Teaching and Learning Support Assistants

· Provide professional development opportunities for all staff on special educational needs

· Support staff in understanding the learning needs of children with specific needs and the importance of raising their achievement; disseminating the most effective teaching approaches

· Provide guidance and assist teachers in identifying children with learning, behavioural, medical or emotional difficulties and children with English as an additional language, or who are able, gifted and talented

· Advise and assist Class Teachers and other members of staff in planning individual or group programmes for children who require extra provision

· Liaise with other subject leaders and co-ordinators to ensure that appropriate provision is made for children across all areas of the curriculum

· To set up systems for the identification, assessment and review of Special Educational Needs and an up to date Provision Map

· Maintain a register of children with specific needs identifying provision being made

· Update the Head Teacher and the Governing Body on the effectiveness of provision for pupils with Special Educational Needs and disabilities

· Advise on and co-ordinate detailed assessments

· Organise and chair regular inter agency meetings to discuss the needs and progress of identified children

· Organise and chair review meetings for parents to discuss progress of individual children

· Ensure parents are well informed about the curriculum, targets, individual pupil progress and achievement

· Liaise with other schools to ensure continuity of support and learning when transferring pupils with special educational needs

· Liaise with pre-school groups, Children’s Centre and Secondary schools to promote continuity and progression for children with special needs

· Ensure all members of staff recognise and fulfil their statutory responsibilities to pupils with special educational needs

· Ensure every effort is made to develop and maintain good relationships and communications with parents, governors, the church and the diverse multi-faith community 

· Assist the Head teacher in keeping parents and Governors informed about provision for identified groups

· Take the lead in liaising with other agencies 

· Identify resources needed to meet the needs of pupils with special educational needs and advise the head teacher of priorities for expenditure

· Select equipment and materials for order within an agreed budget

· Keep informed of current developments by attending in-service course, visits, reading and study

· To assist the Head Teacher in ensuring effective communication and liaison within the school

· To support the Christian ethos of the school and be able to lead Collective Worship

· To contribute to governors’ meetings on a regular basis

· To undertake any professional duties, which may be delegated from time to time by the Head Teacher

Job descriptions are intended as reference documents which identify main responsibilities and activities. They may be reviewed at the end of the academic year or earlier if necessary. In addition, it may be amended at any time in consultation with you. It may include other tasks reasonably requested and agree with your line manager.

