The Roseland Multi-Academy Trust

JOB DESCRIPTION
Job Title:
Inclusion Manager 

Grade:





F (Points 1-6)

 





Salary Range £24,111 - £25,977pa
  


Employment:
37 hours per week, term time (38 weeks) plus an additional 5 days / overtime as required and by agreement






Salary paid for 44.6 weeks per year 

 





School holidays will be classed as leave.  Payment for 

 





leave has been included in the calculation of the annual 

 





salary, therefore, no leave should be taken during 

 





school term time unless specific prior approval has 

 





been obtained from the Chief Executive Officer / 

 





Headteacher

Responsible to:



Chief Executive Officer / Headteacher / Leadership 

 





Team / Learning Leaders / Chair of the Trust Board

Supervisory Responsibility:


None

Important Functional Relationships:
Internal: Chief Executive Officer, Headteacher, Leadership Team, Wellbeing Team, teaching and support staff, students.


External: Trustees, Trust partners, other schools and colleges, parents/carers, visitors to the school.

Main Purpose of the Job:
Through direct work and administration, the post holder will address the needs of students who require particular help to overcome barriers to learning, such as academic, social and behavioural issues. You will utilise our systems to deliver positive praise within our school which will convolve contacting parents/carers about their child’s achievements.
You will take a proactive role by supervising the Internal Exclusion room within the school to support the educational, social and physical needs of the students. You will support the curriculum and the school through the provision of assistance to staff in the practical organisation of learning activities and small group work. You will meet the needs of students with behavioural, social and emotional needs in order for them, and others, to fully access their learning.
Main duties and responsibilities:

1. To coordinate quality support for students in school.
2. To provide a point of contact for parents/carers of students accessing the Internal Exclusion room.

3. To provide and run bespoke therapeutic behaviour and learning programmes.

4. To run an efficient Internal Exclusion system, organising and supervising the Internal Exclusion room and supporting recording on SIMS/ClassCharts.

5. To produce accurate and up to date records and reports as required, including behaviour analysis reports.

6. To attend meetings to contribute to discussions about specific students.

7. To supervise students out of lesson times and develop programmes of support.
8. To provide consistent and effective support in line with the requirements and responsibilities of your role.

9. To establish supportive relationships with the students concerned and to encourage acceptance and inclusion of all students.

10. To encourage social integration and individual development of students.

11. To develop methods of promoting and reinforcing students’ self-esteem.

12. To accompany students on educational visits, where applicable.

13. To assist with the assessment, monitoring and recording of student progress, health, behaviour and general wellbeing.

14. To feedback any information and/or concerns regarding the wellbeing and educational needs of students to a member of staff, the Leadership Team or the Headteacher as appropriate. 
15. To contribute to the overall ethos of the school and the Trust.

16. Be responsible for your own continuing self-development, undertaking training as appropriate.

17. To be aware of, and adhere to, applicable rules, regulations, legislation, policies and procedures within the Trust including health and safety, safeguarding, equality and diversity and data protection.

18. To maintain confidentiality of information acquired in the course of undertaking duties for the school at Trust.

19. The role is based at The Roseland Academy but you may be required to attend or work at other schools within the Trust to collaborate or support staffing teams.

20. To undertake other duties appropriate to the grading of the post as required.

The Roseland Multi Academy Trust is committed to safeguarding and promoting the welfare of children, and expects all staff to share this commitment. Everyone who comes into contact with students and their families and carers has a role to play in safeguarding children. In order to fulfil this responsibility effectively, all professionals should make sure their approach is child-centred. This means that they should consider, at all times, what is in the best interests of the child. 

PERSON SPECIFICATION

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience
	The ability to motivate and support students in their learning and personal development.

A good understanding of child development and learning processes.

An understanding of the challenges of dealing with students who may have a special educational need and/or disability.


	Relevant work experience within a school/college environment.

Knowledge of safeguarding.
	Application form/interview.

	Education & Training
	Attainment of GCSEs or equivalent (educated to level 2 standard) to include Maths and English.


	Attainment of level 3 qualifications or equivalent (e.g. A Levels).
	Application form.

	Special Knowledge & Skills
	Able to assist students with welfare matters and be approachable and sensitive to the needs of all students.

Ability to work on own initiative and within a team.

Good organisational, IT and communication skills.

Reliable with excellent time keeping skills.

Ability to communicate and manage relationships with a wide variety of individuals and organisations in a professional, diplomatic and assertive way.

Deal with difficult situations and/or individuals in a calm, fair, but effective manner.


	
	Application form  interview.

	Any Additional Factors
	Professional, tactful and sensitive.

Discreet and confidential.

Enjoys working with young people.
	
	Interview.


