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Kettlethorpe High School

Job Specification
	Job Title: Inclusion Team Manager


	
	

	Grade: G9
	Job Evaluation Code:   PR1154


	
	

	Reporting to:
Senior Leadership Team

	Manager’s Grade: SLT - Leadership


	

	Location: Kettlethorpe High School


	
	

	Service Area:  Schools

	Service Directorate:  

Children and Young People


	

	Workstyle: Workplace based


	

	Overall Purpose of the Post: 
To work under the direction of the Senior Leadership Team to improve attendance punctuality and pupil engagement at Kettlethorpe High School through the management of a team of staff and several inclusion spaces.
To work under the direction of the SLT lead responsible for Inclusion/SEND and Alternative Provision (offsite learning/fixed term exclusion etc.) and proactively support inclusion within school and across the learning community.  To be responsible for the co-ordination of the school’s isolation unit.  To supervise and control pupils within isolation and reflections and to effectively manage the provision.



	Requirements for the post.



	
	Essential
	Desirable

	Qualifications/ Training


	Degree or equivalent qualification

And/Or
Substantial relevant experience in a similar role
Child Protection and Safeguarding Training
	Willingness to undertake DSL training

	Knowledge


	Excellent Numeracy/ Literacy skills

Significant knowledge of relevant policies/codes of practice and awareness of relevant legislation and interpretation of this legislation within the role. 

Excellent working knowledge of national curriculum and other relevant learning programmes

Understanding of principles of child development and learning processes and in particular, barriers to learning
Awareness and understanding of pupils learning schemes/programmes and ability to collate learning materials to support pupils with continued learning when not in lessons.

Full understanding of the range of support services/providers available to pupils and their families

Child Protection issues.

Health, Safety and Security issues.

Data Protection issues.

Appropriate knowledge of first aid.
Effective use of specialist ICT packages
	Previous experience of using SIMS and CPOMS and generating reports using these systems
An understanding of the challenges faces by children with recognised difficulties such as Autism, Asperge’s, ADHD, Dyslexia.

	Experience


	Significant general clerical/ administrative/ financial work 

Substantial experience working with children of relevant age

Significant experience of working with pupils with additional needs
	

	Physical Skills


	60% office based
40% The nature of the post involves ongoing physical effort for long periods e.g. standing or walking, the building/site dealing with children who have absconded from lessons 
	

	Competencies and other skills required


	Ability to plan effectively over the medium term and look at developing innovative concepts to help pupils at risk of underachieving.
Ability to relate well with children and adults.

The ability to work as a member of a team.

Behaviour Management skills.
Effective communications skills and able to adapt language and tone depending on the audience. 
Good time management skills
Ability to prioritise and manage workloads 
Manage a team

The post involves contact with a person which through their circumstances or behaviour places emotional demands on post holder.

Ability to deal with situations of conflict and to act in a tact and professional manner at all times. 
To be able to encourage and motivate others.
	


	Key Outcomes/ Activities

SUPPORT FOR PUPILS

· To liaise with parents of pupils deemed at risk of exclusion, the Year Leaders, EWO, Social Services and other outside agencies.

· To liaise with outside agencies to agree alternative provision as directed by SLT

· To work with parents of pupils who are developing patterns of non-attendance and establish and co-ordinate parent support groups.

· To interview pupils with escalating patterns of poor attendance or truancy and implement rewards and incentives as agreed with SLT

· To support pupils who are at risk of school refusal.

· Work with individuals to improve attendance through reporting and monitoring.

· Maintain a display board weekly to promote attendance and punctuality

· Ensure registration of pupils who are late and check they have the correct uniform and equipment for the day.  Contact home where needed to address concerns.

· To act as a key worker for named pupils, meeting them, implementing plans and support and liaising with parents and staff.

· Responsible for checking lateness (team rota) and collating ‘late’ information and deciding on next steps with Year Leaders/SLT. 

· Responsible for taking a minimum of one detention per week depending on the cover available which involves sitting with the pupils, ensuring they have work to do which they must carry out in silence. These detentions are usually for 1 hour.

· Responsible for speaking with students giving them guidance on what we expect to see to improve their attendance and what the consequences will be to them and their parents should this not happen.  Give ‘pep’ talks to the students, not only on attendance but where Child Protection issues arise, or where they are struggling in school with certain subjects, and try to give them guidance on what we can do as a school to help them and what they can do to help themselves
· Responsible for ensuring that children who are ill or in trouble or in danger of being assaulted by another pupil are safely escorted home and ensure that parents are informed of the situation.

· Establish effective working relationships with pupils, acting as a role model

· Take a lead role in managing the speedy/effective transfer of pupils across phases/integration of those who have been absent

· Provide information and advice to enable pupils to make choices about their own learning/behaviour and attendance

· Challenge and motivate pupils, promote and reinforce self esteem

· Provide feedback to pupils in relation to progress, achievement, behaviour, attendance etc

· Establish constructive relationships with parents/carers, exchanging information, facilitating their support for their child’s attendance, access and learning and supporting home to school and community links

· Take a lead role in the development, implementation and monitoring of systems relating to attendance and integration e.g. registration, truancy, pastoral systems etc
· To be a role model for pupils including respect, courtesy, good manners and demonstrating how such behaviour contributes to school life, relationships, adult life and work.

SUPPORT FOR TEACHERS

· Liaise with Year Leaders to agree a list of pupils with attendance problems requiring support.

· Monitor 100% attendance and ensure letters are sent home and ensure letters are sent to pupils whose attendance has improved through consultation with the Year Team Leaders.

· Liaise with Year Leader on plans for pupils who have only 90% attendance or below. Speak with parents by phone and parents in their home on behalf of the Year Leader when letters home have not been successful
· Work with the Year Leaders in getting parents to attend meetings in school by making telephone calls home and arranging suitable appointments.  Take part in these meetings with Year Leader and parents to discuss the way forward with their children.

SUPPORT FOR CURRICULUM

· Have a full record of all alternative provision available to pupils to use as required. 

· Quality assure offsite and internal alternative curriculum provision used by the school. 
SUPPORT FOR SCHOOL
To improve attendance, punctuality and behaviour for learning by:

· To manage the Inclusion and Year Team Team so that pupil support and removal from lessons is efficient and appropriate and has impact and learning in inclusion areas and through alternative provision enable pupils to make good progress when not in mainstream lessons.

· To manage Inclusion spaces (The Learning Hub, Link, PSA…) so that they are productive spaces with appropriate work available from key subject areas and engaging displays. 

· To line manage the Attendance Assistants to implement systems for monitoring attendance, punctuality and inclusion work so that attendance and punctuality improve and standards are high. 

· Production of lesson/work plans, work sheets, plans etc within an agreed system of supervision, including for those with a 5 day+ fixed term exclusion.

· Responsible for the Inclusion Teams’ approach in dealing with pupils who have been taken out of the class room for poor behaviour.  

· Promoting the importance of good attendance and punctuality.

· Ensuring that isolation is covered at all times by managing the team and that ensuring that pupils complete required or relevant work which is then circulated to relevant staff in school.
· Hold weekly team meetings with managed staff

· Undertake recruitment/induction/appraisal/training/mentoring for managed staff
· Ensure accurate weekly data is available to Year Teams and Form Tutors related to attendance and punctuality via the Attendance Assistant including patterns of attendance. 

· Liaise with Education Welfare Officer.

· Attend Pastoral Planning Meetings, as required.

· Liaise with SLT/Year Leader to agree whole school attendance targets.

· Attend as required Core Group Meetings for pupils who are under ‘Child Protection’ or ‘Child in Need’, Social Services, school nursing, targeted youth support, family intervention project and other professional bodies. Ensure appropriate data and information on attendance, punctuality and behavior is brought to the meeting and considered as the plan is reviewed. 

· Attend Child Protection Meetings as required and supplying information from the school. 
· Work with the Assistant Headteacher on  Safeguarding - Child Protection issues
· Co-ordinate the team to visit local Asda to pick up any truanting pupils and try to get them into school on time.  Also the first point of contact when Asda ring school regarding pupils shoplifting.   Responsible for  attending Asda, bring the pupils back to school, speak/liaising with the Assistant Headteacher to see what consequences there are from the pupils action and then contact home to inform parents. 

· Responsible for working closely with Safer Schools Partnership Police Officer and the local PCSOs in relation to intervention.  Informed of any external problems involving our pupils and liaise with them regarding problems we may have in school such as bullying.  Working with the Officer to speak with pupils who may need reprimanding by the police to point out the consequences of actions they may be undertaking such as selling cigarettes in school, bullying or inappropriate messages via text or on Facebook

· Escort parents to and from meetings in school (using own transport), where school really need to speak with them, but whom have no means of transport to and from school.

· Visit parents at home when they cannot be contacted on the phone and their child is becoming a worry due to persistent truancy or illness
· Act as clerk to the Governing Body’s Complaints Committee; arrange meetings, prepare papers, minutes and provide additional materials as requested.  Ensure e-mailing/posting of all necessary documentation to Committee members in good time.  Liaise with appropriate Officers of the LA, parents, outside agencies and appropriate school staff.

· Carry out all matters associated with, and ensure completion of all documentation pertaining to exclusions, including arranging meetings of the Governing Body’s Behaviour and Discipline Committee within the specified time limit, act as clerk to the Committee, prepare papers, minutes and provide additional materials as requested.  Liaise with LA Exclusion Team, parents, outside agencies and appropriate school staff and ensure posting of all necessary documentation within required time limit.

· Provide regular information to, and have regular meeting with linked governor.

· To be on duty at the start of the school from 8.25am onwards at the main school entrance/reception area to check pupils arriving for uniform and equipment.

· To be on duty every break time circuiting from the top playground to the front of school.

· To be on duty throughout the school lunchtime to support the lunchtime staff inside and outside school.

· To be on duty at the end of the school day from 3.00pm at the top gate leaving the playground and then supporting the bus team.

· To take a morning break from 10.45 to 11.00am and lunch break from 1.45 to 2.15pm.  This lunch break being flexible if incidents have occurred where staff need support.  To use the main staffroom, for the purpose of refreshment.

· To work collaboratively with administrative support staff to effectively fulfil this role.

· Deliver and teacher PSHCE and assemblies supporting year teams re: behaviour
SAFEGUARDING

· Maintain accurate records for attendance patterns for all pupils who are involved in partial timetable arrangements and fixed term exclusions in liaison with the schools attendance officer.

· Establish and maintain an ongoing quality assurance record for all alternative provision resource providers used by the school.  To include annual audit of overall offer and value to the school in as providers develop, cease to operate, or become available.  To include site visits when Kettlethorpe High School pupils attend.

· Undertake visits to alternative provision (AP) providers to undertake quality assurance and safeguarding/attendance checks.

Additional Expectations

Be responsible for the performance management of the team and to support training and development for the team where necessary.

Have overall management/oversight of the Learning Hub, Isolation, Reflection Room and all school detentions.

To undertake any other duties which are commensurate with the position as required by the Headteacher or Senior Leader responsible for Inclusion
The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.


	Responsibility for Resources



	Employees (Supervision):

Year Managers x 7 (Grade 7)
Admin/CCTV Operative x 1 (Grade 4/5)

Attendance Officers x 2 (Grade 6)

First Aid Officer x 1 (Grade 4)



	Financial: 

Maintain a supply of school uniform to support pupils in need (value of approx. £2000). Deploy uniform as necessary, manage stock levels and carry out stock takes and valuations as required. Some cash handling will be necessary.


	Physical:

Inclusion areas – resources, work and display
Maintain supply of school uniform to support pupils in need (up to the value of approx. £2000).


	Customers and Clients:

Students and staff within the school.
Parents

Governing Body

Other staff within the Council i.e. Education Welfare Officers. 
The police
Other outside agencies when appropriate


	Working Conditions: 



	Based within the school but may from time to time need to visit pupils/parents at home or collect them from somewhere else within the local area. On occasion transportation to alternative provision resource. 




	Characteristics of the post:

Employees are encouraged to participate in training activities in order to enhance their own personal development.

The employment checks are required:

· Evidence of entitlement to work in the U.K.

· Evidence of essential qualifications – see page 1 of this job specification

· Two satisfactory references

· Confirmation of medical fitness for employment

· Registration with appropriate bodies (where applicable)

The following employment checks are required for those positions which are based in a school or working with vulnerable young people and adults:

Evidence of a satisfactory safeguarding check e.g. DBS check at the relevant level

	

	

	Date completed: December 2024



