COLTON HILLS COMMUNITY SCHOOL

Post Title:	Community & Inclusion Manager

Responsible to:	Associate Assistant Headteacher (SENCo/Inclusion)

Salary Grade:	NJC - Grade 7


Job Purpose and Role
1) To facilitate and coordinate efficient integrated working between all those involved in delivering pastoral support to children, young people and their parents/carers.
2) To promote early intervention and prevention of the need for additional support.
3) To facilitate the efficient and coordinated delivery of pastoral support within the school and through a range of external agencies. 
4) To undertake direct management responsibilities within the Inclusion Team: The Hills. 
5) To maintain and develop their own professional skills consistent with the broad role of Community & Inclusion Manager. 

   6)     As Deputy Designated person for Safeguarding, to have a school wide leading role in  
           managing pastoral and child protection support and advising on appropriate actions to  
           members of the Inclusion Team at The Hills and Leadership Team. 
 
   7)     Report to Governors as part of the school’s governance arrangements on policy, practice and         
           the impact of the school’s inclusion work. 


Principal Duties and Responsibilities

1. 	Coordination and facilitation of integrated working practices
· Working with AAHT (SENCo/Inclusion), the Community and Inclusion Manager will have overall responsibility within their area for ensuring that the Inclusion Team’s, Pastoral and Safeguarding priorities, policies and procedures are appropriately followed by all staff. 
· The Community & Inclusion Manager will have operational responsibilities for ensuring that Inclusion staff follows the priorities, policies and procedures established by the Headteacher in a way consistent with efficient integrated working.
· Convene and chair regular Inclusion Leadership team meetings and briefings, ensuring that these are properly recorded and involve representation of all staff members.
· Convene and support regular meetings involving relevant members of the Inclusion Team to maximise coordinated outcomes. 
· Work closely with the AAHT (SENCo/Inclusion) to ensure a relevant agenda, broad representation, and an appropriate line of communication and accountability through the Inclusion Team. 
· Guided by the Senior Leadership Team, to lead in the preparation of a Community & Inclusion Plan (which within the framework provided by the City’s Children’s Plan) ensures that local needs and priorities are addressed through coordinated and integrated working.
· To ensure that relevant information on performance and need is made available to the Headteacher and Senior Leadership Team to enable effective planning and monitoring of support and pastoral care to children at the school. 
· To maintain an understanding of the current responsibilities and priorities of each member of the Inclusion Team who support children and their parents/carers, promoting the efficient delivery of those in an integrated manner, including other groups and agencies when necessary. 
· To maintain performance information that demonstrates the effectiveness of integrated working in the school’s pastoral work and how well key areas of responsibility are being addressed.
· To represent the school at city-wide meetings as required, including SSIAPP. 


2. 	Promoting early intervention and prevention
· Ensure that the school’s Community and Inclusion Plan has an appropriate balance between activity addressing early intervention and prevention, and targeted and specialist support.
· Lead on the Inclusion Team’s professional development, which develops skills and aptitudes commensurate with the school’s needs and practices.  
· Monitor the work of the school’s Inclusion Team with external professionals and ensure efficient identification of those at risk of needing additional help, and support in the delivery of this. 
· To actively promote early identification of needs and partnership working with key agencies to avoid escalation. 
· Work closely with Senior Leadership Team, the school’s Child Protection Lead Professional and external agencies to promote early intervention and preventative work relevant to the needs of children and encourage services to give appropriate priority to those.
· Ensure that implementation and delivery of Early Help Assessments help identify and address the needs of students in a co-ordinated manner.  
· Encourage pastoral support services in the school to contribute to a range of activity that will prevent difficulties developing and ensure that the availability of these is well publicised.
· Work closely with the AAHT (SENCo/Inclusion) to identify and support younger children and their parents through age related transitions, including those statemented or in need of entering the statementing process. 
· Take a lead in representing the school at reintegration meetings at off-site providers who are at risk of underperforming where expectations and provision fall short of Colton Hills’s standards. 
· Monitor the work of the Safeguarding and Welfare Officer relating to Early Help Assessments and admissions.  


3.	Facilitating efficient and coordinated service delivery by specialist services
· Ensure that the Inclusion Team follows agreed policies and procedures with respect to casework referral, assessment, formulation, planning and review.
· Promote the use of a common approach to casework using the Children, Young People and Families assessment, formulation and planning procedure.
· Ensure that filing of student records, support and CP cases is fit for purpose and function effectively for record keeping and case building work. 
· Work with and support the members of the Inclusion Team in the efficient and integrated discharge of their responsibilities at a local level.


4.	To undertake direct management responsibility of the Inclusion Team, reporting to the Associate Assistant Headteacher (SENCo/Inclusion)
· Ensure Appraisal and Performance reviews of members of the Inclusion Team are carried out effectively to raise the performance of individuals as well as the team.  
· Engage in regular supervision with the AAHT (SENCo/Inclusion)
· Attend meetings as required, including the line management meeting with AAHT (SENCo/Inclusion) and strategic meetings with AAHT (SENCo/Inclusion) and Headteacher.  
· Line manage members of the Inclusion Team; The Hills.
· Manage the budget consistent with school priorities and procedures.
· Prepare performance and activity reports, reports on specialist topics, and on vulnerable students to illustrate the impact of work to external verification agencies. 
· Undertake and contribute to supervision of staff, as required by the Headteacher’s Duty of Care. 
· Support the recruitment and induction of new staff to the Inclusion Team.



5.	School wide thematic/professional leadership
· As designated by the Headteacher, take a leading role in the school to ensure consistency and effectiveness of pastoral and safeguarding support through close working with staff and the relevant agencies.
· Work with operational managers from relevant teams within the school to ensure that issues in their area of responsibility are addressed appropriately in all areas of the school. 
· Work closely with school’s Leadership Team in related areas to ensure a coordinated approach.
· Make a leading contribution to the development and review of the Community and Inclusion Plan, in line with school priorities. 
· Contribute to school self-evaluation informing the school’s SEFDPin the process. 
· Prepare reports for Senior Leadership Team and Governors to ensure that they are well informed of activity and need on relevant topics.
· Attend multiagency meetings of relevance to the area of responsibility.
· Engage in direct casework and other activity relevant to the support of children and guide colleagues working in that area including, when appropriate, providing professional leadership and supervision for groups of staff.


6.	Maintaining and developing personal and other’s professional skills
· Maintain personal professional practice to a level acceptable to their level of responsibility. 
· Engage in supervision and development with respect to their professional role as agreed with the AAHT (SENCo/Inclusion).
· Use outcomes of monitoring and review to provide responsive CPD programmes to members of the Inclusion Team. 

7. General duties and responsibilities

· Act in accordance with the school’s policies and procedures set down by the Headteacher and the City’s Policies and procedures in respect to Safeguarding and Child Protection.

· Participate in staff development, appraisal and training as appropriate, including continuous professional development.

· Comply with the school's agreed policies and procedures including but not limited to Health and Safety, and Equal Opportunities Policies, the Data Protection Act, Child Protection Policy, Freedom of Information Act, Financial Management Regulations and other relevant school regulations,
· Undertake any other tasks, duties and responsibilities as directed and appropriate to the grade and role of the post subject to any reasonable adjustments under the Disability Discrimination Act 1995 as incorporated into the Equality Act 2010.

· Participate in the wider development of the school and contribute to school improvement as required.

· Actively support Wolverhampton City Council’s commitment to Corporate Parenting. “Corporate Parenting is the collective responsibility of the Council to provide the best possible care and protection for children who are looked after.”







Effective date ……………………


Signature of jobholder ………………………………………..
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Community & Inclusion Manager 


Job Purpose and Role 

1) To facilitate and coordinate efficient integrated working between all those involved in delivering pastoral support to children, young people and their parents/carers.
2) To promote early intervention and prevention of the need for additional support.
3) To facilitate the efficient and coordinated delivery of pastoral support within the school and through a range of external agencies. 
4) To undertake direct management responsibilities within the Inclusion Team.
5) To maintain and develop their own professional skills consistent with the broad role of Community & Inclusion Manager. 
6) To have a school wide leading role in managing pastoral and safeguarding support and advising on appropriate actions to members of the Inclusion Team and Leadership Team.  



	Criteria
	Essential
	Desirable

	
	These are the necessary requirements to carry out the job successfully.
	These are the additional requirements which are relevant, but not essential, to the work involved in the job.

	
Experience

	· Active involvement in the promotion of equal opportunities.
· Recent and substantial successful professional practice in one of the required city wide thematic lead areas of activity
· Substantial successful experience in work with schools
· Experience of the effective management of children and young people in the context of pupil welfare.
· Experience of managing service related budgets.

	· Experience in facilitating staff and school development.
· Experience of specialist work with children who have emotional and behavioural problems.
· Experience of work with children and young people with respect to substance misuse, obesity or teenage pregnancy.
· Experience of working with young offenders.
· Experience of managing groups of staff in collaborative activity.

	
Skills

	· The ability to work well in a team and promote collaborative practice from a position of leadership.
· Ability to motivate colleagues and children.
· Ability to contribute to the development of staff.
· An ability to work sensitively and supportively with colleagues, children and their parents.
· Competence in routine use of ICT.
· An ability to manage organisational change.

	· Ability to develop creative support arrangements appropriate to the needs of individual young people both in and outside of educational context.

	
Knowledge

	· Detailed knowledge of the education system.
· Understanding of child protection procedures.
· Awareness of the principles of collaborative casework practice.
· Understanding of the CAF process and of analysis and formulation in the casework process.
· Knowledge of service delivery in a specialist area consistent with leadership at a city wide level.

	· Knowledge of legislation and expected professional practice in a range of areas (e.g. SEN, mental health, exclusions, school attendance, Youth Offending, Early Years).

	Qualifications and/or
Training

	· Advanced educational qualifications in a subject relevant to work with children and young people.
· Full driving licence.
· Further professional qualification in relevant areas.

	· Further training/study in early intervention work with children and young people with social, emotional and behaviour difficulties or other relevant topics.

	
Personal Qualities

	· A genuine empathy for children and young people and a desire to understand and promote their welfare, development and education.
· Flexibility in finding solutions within a problem solving orientation.
· Adaptability in the face of varying demands without losing sight of key tasks.

	· A sense of humour.

	
Commitment

	· A commitment to collaborative professional practice.
· A commitment to children, young people and their families in need of help.
· A commitment to the Council’s and Health Authority’s aspirations to meet the range of needs within the community.
· A commitment to promoting equal opportunities.
· A commitment to personal professional development.
	



