
[bookmark: _GoBack]TITLE:		 	Inclusion Manager
SCHOOL: 	 	Foxdell Primary School
RESPONSIBLE: 	The Headteacher
Salary:		 	MPS/UPR + TLR2c
JOB PURPOSE: To assist the Headteacher in ensuring inclusive practice is developed to promote highest standards of pupil achievement for all.  The job will be non-class based and will support children with SEN and EAL across the school.
Strategic Direction and Development of the School:

Headteacher



Deputy Heads



Inclusion Manager



Year Team Leader (TLR2)



Class Teacher



Teaching Assistants



Governing Body


· Assist the Headteacher in formulating the school aims and objectives and policies for their implementation – particularly those relating to Inclusive Practice.
· Be involved in the planning, monitoring, evaluation and development of the school curriculum through the School Improvement Plan.
· Support all staff in achieving the priorities and targets the school sets and monitor the progress towards meeting them.
· Contribute to the school’s organisation and overall strategy of the school.
· Support the leadership team with the implementation and management of behaviour within the school.
· Give leadership to staff in organising and implementing an appropriate curriculum for the school particularly for pupils with special educational needs, specific linguistic and cultural needs and those who are gifted and talented.
· Assist the Headteacher in giving strategic direction to develop a positive and constructive partnership with parents and the local community.
Teaching and learning:
· In partnership with the teachers and middle leadership team to ensure the progress of all pupils is monitored and that there are common and uniform methods of assessment, recording and reporting throughout the school.
· Organise, monitor and evaluate provision employed throughout the school ensuring that resources are targeted correctly towards those pupils requiring additional support.
· To support class teachers to assess and identify the needs of SEN, EAL and Gifted and Talented pupils.
· Support teachers in the implementation and review of I.E.P’s and planning to meet the needs of children with English as an additional language.
· To work with SLT to deliver quality first teaching in the classroom.
· To be instrumental in devising manageable curriculum planning systems to incorporate individual and group needs.
· To prepare an annual Action Plan and manage the budget for this area of learning.
Leading and Managing People:
· Leading and managing non-teaching staff – specifically SEN support staff.
· Be involved in the implementation of Performance management and Probation of non-teaching staff and integrate this into their professional development.
· Participate where appropriate in the appointment of teaching and support staff.
· Identity staff training needs and implement, coordinate and lead INSET in relation to Inclusive Practice.
· Ensure staff is well informed of all aspects of school life in order to promote good communication and high morale. 
· Encourage the practice of working as a team.
Other Duties and Responsibilities:
· Ensure the implementation of a policy of pastoral care of all pupils.
· Arrange SEN Reviews, lead School Consultation Meetings.
· As the Designated Teacher, have an overview of LAC.
· Provide for liaison and co-operation between the school and the Local Education – making such reports will enable the authority to discharge its function.
· As a Deputy Designated Safeguarding Lead, ensure thorough and effective procedures are implemented throughout the school.
· Identify, organise and deliver effective training sessions for parents to raise standards.
· Identify families who require support/intervention work from the Family Worker team, and work with the Family Worker team on devising action plans and reviews to maximise the impact of this work.
· Liaise with and make referrals to professionals from other schools/agencies.
· Report termly to the Governing body & update all in school records.
· Observe and assess children in class.  Tracking and monitoring of SEN, G&T, LAC, EAL and Traveller Families.
· Liaise with the Headteacher/SBM  regarding the SEN/G&T and EAL budget and deployment of support staff.
· Attend SEN/G&T, EAL, LAC training to update skill and knowledge.
· Preparing Education Advice for the statement process.
· To chair and organise Annual Review and school liaison meetings.
· To ensure effective transition planning is in place for all SEN, G&T, EAL and LAC pupils.
· To be involved in transition review meetings for SEN, G&T, EAL and LAC pupils coming to us from the preschools and other schools.
· Play a full part in the life of the school community, supporting the ethos of the school, and encouraging staff, parents and pupils to do likewise.  
· Comply with school policies and procedures.
· Ensure personal professional development, being up-to-date in national and local developments, participating in whole school and individualised INSET and sharing with others.
· Any other duties as directed by the Headteacher.
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[bookmark: _heading=h.gjdgxs]Person Specification – Inclusion Manager
This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.
Essential (E)   :- without which candidate would be rejected
Desirable (D) :- useful for choosing between two good candidates
Please make sure, when completing your application form, you give clear examples of how you meet the essential and desirable criteria
	ATTRIBUTES
	ESSENTIAL
	HOW MEASURED
	DESIRABLE
	HOW MEASURED

	
Experience
	
Experience of working with children with a range of SEN
Experience of working both as a team member and team leader
Experience of working as a SENCO or with SEN children
Line management of others
	
1, 2

1, 2

1, 2
	
Working with children with English as an Additional Language and G&T.
	
1, 2 

	
Skills/ Abilities
	
Able to communicate with a variety of stakeholders (e.g. colleagues, parents, external agencies.
Able to lead, coach and mentor others
Able to use IT to support both the curriculum and work organisation
Able to work as part of, and contribute to, a whole-school, multi-disciplinary team
Able to monitor and evaluate teaching, learning and school policy
Able to identify the necessary resources which ensure high teaching and learning.
Able to assess the 
needs of individuals to inform the targeting of individual needs.
Demonstrable commitment to inclusive teaching and learning.
Awareness of the effects of discrimination on pupils, parents, colleagues and Policy
	
1, 2



1, 2

1, 2


1, 2


1, 2


1, 2


1, 2




2, 5



1, 2
	
Whole school self-evaluation.

Ability to lead on a whole school project or initiative.
	
1, 2


1, 2

	
Equality Issues
	
Demonstrable commitment to inclusive teaching and learning.
Awareness of the effects of discrimination on pupils, parents, colleagues and policy.
	
2, 5


1, 2
	
	

	Specialist
Knowledge
	SEN
EAL
	1, 2, 5
	G&T, LAC Safeguarding/CP
	

	
Education and Training
	
Qualified Teacher Status.

Evidence of ongoing CPD related to SEN, EAL, LAC and G&T
	
4

1, 2
	
Evidence meets the threshold standards.
National Award for SENCO
Sustained and substantial performance in the threshold standards
	
1, 2

4

1, 2

	
Other Requirements
	
	
	
	


(1=Application Form, 2=Interview, 3=Test, 4=Proof of qualification, 5=Practical Exercise)
We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995), to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.
The postholder will ensure that school policies are reflected in all aspects of his/her work, in particular those relating to;
(i) Equal Opportunities
(ii) Health and Safety
(iii) Data Protection Act (1984 & 1998)
(iv) Code of Conduct
(v) In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including;
· Motivation to work with children and young people;
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;
· Emotional resilience in working with challenging behaviours; and, attitudes to use of authority and maintaining discipline.
The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.  Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Criminal Records Bureau’.
‘CV’s will not be accepted for any post based in schools’.
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