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Job Description for

Inclusion Manager
Salary: Based upon experience
Responsible to the Headteacher and Deputy Headteacher
Responsible for aspects of staff development and liaison throughout the school as directed by the Headteacher
Key relationships: Headteacher, Core Curriculum Leaders, Curriculum and Foundation Stage Leaders, Teachers, Inclusion Assistants and Governors
You will support the Headteacher and promote the development of the pupils and the school aims by carrying out your duties and responsibilities pro-actively and conscientiously as a member of a whole school staff team. You will be expected to liaise closely with all members of the SLT, office and support staff. You will have oversight of the additional provision and interventions for all pupils. You may be required to carry out the duties of a classroom teacher as laid out in the current Pay and Conditions of School Teachers document.

Your responsibilities as a member of the school teaching team are:

· To promote the school’s aims and ethos
· To promote and use all agreed school policies, systems and administration efficiently

· Participation in the wider life of the school by running extra curricula activities, attending fund raising and social events promoting positive relationships between, staff, the community and school

· To work collaboratively and effectively with colleagues to ensure the harmonious and smooth daily running of the school

· To have regard to the school/ LA’s Equal Opportunities and Racial Equality policy at all times

· To have the welfare and care of all children as a priority when carrying out your responsibilities

· Being a model of good practice (demonstrating, team-teaching etc.)

· To undertake professional development training to increase your expertise and skills

Your responsibilities as the Inclusion Manager (according to School Improvement Plan priorities):

    1.Strategic Leadership of Inclusion

· Carry out statutory duties in the role of SENDCo

· Leading teams in order to promote high standards of teaching and learning

· Preparing and maintaining the school’s inclusion policy and be responsible for overseeing its day to day operation

· Ensure the objectives of the inclusion policy are reflected in the School Improvement Plan

· To lead on Behaviour, intervention and reporting

· Analyse and interpret data, research and inspection evidence to inform school inclusion policy and practice
· Plan, monitor and report on Pupil Premium provision, progress and financial accountability
· In conjunction with the Headteacher, ensure the school fulfils its legal obligations with regard to the Special Educational Needs (SEN) Code of Practice

· To advise the Headteacher and governing body on SEN/ PSHE resources and priorities for expenditure to ensure value for money 

· Making a termly report to the Headteacher regarding progress and attainment of all pupil groups
· Making an annual written report to the governing body regarding development, progress and attainment

· To advise the Leadership Team on the deployment of staff involved in working with pupils with additional learning or social/emotional needs

· Provide regular information to the Headteacher and governing body (including the designated SEN governor) on individual pupil progress and the effectiveness of provision for pupils with additional needs, to inform future policy and practice
· Maintaining your expertise and knowledge of the subjects through professional development and reading of educational press and research papers
2. Identifying and meeting individual needs

· Implement systems for identifying, assessing and reviewing pupils’ additional educational/ social/ emotional needs

· Lead on the formulation, planning, implementation and review of individual behaviour plans (IBP)
· Lead on supporting pupils and families with behaviour concerns

· Organise and monitor the provision for children with behavioural, social, emotional needs

· Organise and co-ordinate, the deployment of learning resources and support programmes, including ICT 

· Monitor short term planning to ensure individual needs are met through individual plans

· Monitor the progress of pupils with additional needs including those with SEN, EAL and PP against objectives and targets and evaluate the effectiveness of teaching and learning.

3. Support for staff

· Ensure all staff recognise and fulfil their statutory responsibilities to pupils with additional needs

· Support staff in understanding the learning needs and behavioural patterns of pupils with additional needs

· Advise and support staff in the writing of IEPs or IBPs

· Ensure that the EAL provision is well managed and meets the needs of all relevant children

· To lead on EAL/EMA provision by advising staff on relevant strategies and teaching and learning styles for improving and sustaining high standards of pupil achievement

· Advise and contribute to the professional development of staff and students to increase their effectiveness in responding to pupils with additional needs

· Promoting your subjects throughout the school by informing colleagues of any developments in the subjects, putting up displays of work and resources

· Participate in a curriculum team, as part of the School Improvement Plan

4. Relations with parents and external agencies

· Develop and maintain effective communication and partnerships with parents so as to promote pupils’ learning

· Designated teacher of Looked After Children

· Deputy Designated Safeguarding Lead

· Develop effective liaison with external agencies in order to maximise support for pupils with additional needs (e.g. the LA, Educational Psychology services, health and social services and voluntary bodies)

· Develop effective liaison between schools to ensure there is continuity in terms of support and progression in learning when pupils with additional needs enter the school or transfer
Your responsibilities as a member of the Leadership Team will include:

· Supporting the Headteacher in developing and promoting policies and procedures to ensure the achievement of a well managed and high attaining school

· Supporting less experienced colleagues to carry out policies and procedures effectively

· Taking responsibility (from time to time) for the management of particular projects and activities that will enhance the experience of pupils and/or staff

· To actively support the Headteacher in identifying and achieving the targets set out in the School Improvement Plan

· Team Leadership for Performance Management 

· To carry out management responsibilities and duties as required by the Headteacher and/or Deputy
· Supporting and developing the capabilities of staff including line management of teachers and teaching assistants 

· To be highly organised with good interpersonal skills

· Using professional judgement and skill to enhance and improve the education and personal/ social/ emotional well being of all children

· Monitoring the effectiveness of support strategies and approaches for pupils with additional educational needs and adapt as required in collaboration with the class teachers and teaching assistants
· Providing the professional lead on PSHE, pastoral and behavioural support programmes

· Developing positive partnerships with parent/carers across the school

Additional Information:

You are employed in the capacity of a class teacher subject to, and with the benefits of, the conditions of employment set out, or referred to, in your letter of appointment / statement of particulars (from the LA).

This job description is subject to amendment from time to time within the terms of your conditions of employment, as the needs of the school may require, but only to an extent consistent with those conditions of employment and only after consultation with you. The agreed Grievance Procedures (see LA documentation) may be invoked in any dispute arising from this job description or subsequent amendment, in which case teachers are advised to consult their Professional Association.
Signed (employee): _________________________________________Date: ___________________

Signed (Headteacher): ______________________________________Date: ___________________

*Job Description to be reviewed at annual Performance Management meetings*
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