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INCLUSION MANAGER

JOB DESCRIPTION

Grade 10  -  37 hours per week, term time only 

(plus attendance at 5 Professional Development days)

Immediately Responsible to:
Assistant Headteacher – Behaviour and Attendance



 




               Deputy Headteacher – Pastoral

Accountable to:


Headteacher

Purpose:

To support and promote an inclusive culture throughout the school, enabling all students to fulfil their potential, overcoming any barriers to learning.

To provide expert support and guidance for key aspects of the pastoral work of the school with particular focus on students’ social and emotional well-being and intervention (inclusion and academic) to ensure our most vulnerable students are supported with their personal development, behaviour and welfare and make good progress.

To support the Assistant Headteacher in the day to day management, monitoring and interventions relating to behaviour.

To implement behaviour support programmes to support students to modify their behaviour.

This post requires a high level of expertise, integrity and professionalism. 

Principal Duties:

Intervention (Inclusion and Academic)

1. To support the organisation and smooth running of the Behaviour Support Area (REFLECT) including a significant contribution to the development of further procedures to identify and tackle any unmet special educational needs. 
2. To ensure the behaviour support area is purposeful, learning and child centred.
3. To motivate and challenge students and to promote and reinforce their self-esteem.

4. To support with the organisation and provision of work for students in REFLECT ensuring that it matches ability and monitor the quality of work produced.

5. To liaise with relevant teaching and pastoral staff to ensure that behaviour is managed appropriately.

6. To provide mentoring and support to identified students, including Pupil Support Plans (PSPs).
7. To develop action plans for individuals and groups of pupils, providing targeted solutions / strategies to engage, motivate and meet specific needs.

8. To support, track and monitor key students in mainstream classes.

9. To develop the use of data records and their use in monitoring the impact of intervention for individuals and groups.

10. To work closely with parents/carers of students receiving support, establish trust and openness and achieve positive family involvement.

11. To establish links, complete referals and facilitate support from external agencies to ensure that pupils needs are met, which may include attending relevant meetings, e.g. Early Help Support Plan meetings/Pastoral Strategy Meetings.

12. To liaise with the SEND Department, Heads of Year, Attendance Team and SLT and regarding student needs.

13. To liaise with appropriate staff and provide support for them and students with re-integration into lessons after a period of absence e.g. following suspension, long term illness or extended holiday.

Safeguarding
1. To support the Designated Safeguarding Lead in dealing with safeguarding issues with students.
2. To be aware of and comply with policies and procedures relating to child protection, health & safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
3. To attend relevant Children in Need and Strategy meetings as necessary.
General Responsibilities:

1. To implement the aims and objectives of the school.

2. To participate in and contribute to appropriate CPD provided by the school.

3. To contribute to broader aspects of school life as opportunity and situations make relevant.

4. To participate in appropriate meetings with colleagues and parents as relative to the above duties. (Note – there may be times when the postholder is required to work outside of and in excess of the normal school day e.g. parental meetings or interviews, to attend Parents’ Evenings etc.) 

5. To undertake such duties and administrative tasks as may be reasonably directed by the Headteacher.

Other aspects of pastoral support  
1. To provide advice and guidance to students in relation to personal problems, emotional problems, welfare matters etc. supporting them to develop resilience and other coping mechanisms.

2. To be involved with admissions meetings as appropriate.

3. To contribute to the provision of an effective learning environment.

4. To contribute to the reporting system used to monitor student behaviour within school.

5. To maintain records and undertake administrative duties related to the post.

6. Other duties as reasonably requested by the Headteacher.

This list is not exhaustive and it is anticipated that the role will develop further over time in line with the key purpose stated at the outset. 

