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JOB DESCRIPTION

POST:			INCLUSION LEAD
ACCOUNTABLE TO: 	HEADTEACHER

The post
Reports to the Headteacher and is a member of the Senior Leadership Team.
Acts as the school’s SENCO and named Designated Safeguarding Lead.
Leads Pupil Premium, attendance, behaviour support and family support.
Has no teaching commitment and receives administrative support.
Pay and working hours to be agreed with the Trust.

Purpose
Help all pupils access learning, make progress and participate fully in school life, from Nursery to Year 6.
Lead provision for pupils with SEND, disadvantaged pupils and vulnerable children.
Manage inclusion and safeguarding work, including meetings, referrals, records and follow-up.
Uphold the school’s Christian ethos, high expectations and commitment to inclusion.

SEND and the SENCO role
Maintain the SEND register and identify pupils who need additional support.
Coordinate support plans and review progress with teachers, parents and pupils.
Manage EHCP applications, provision, annual reviews and deadlines.
Work with the specialist teacher supporting three children; agree provision and review progress.
Coordinate external support, including speech and language therapy and educational psychology.
Organise interventions and check that they improve pupils’ learning and wellbeing.
Support teachers with adaptive teaching and reasonable adjustments.
Prepare SEND funding applications and monitor agreed resources.

Designated Safeguarding Lead
Take lead responsibility for safeguarding and child protection, including online safety.
Respond to concerns, assess risk and make timely referrals to relevant agencies.
Manage safeguarding cases, CPOMS records, professional meetings and agreed actions.
Work with families, children’s social care, health services and the police.
Ensure safeguarding records are accurate, confidential and transferred securely.
Lead safeguarding training, policy updates, audits and improvement actions.
Work with the IT provider on safeguarding concerns from filtering and monitoring.
Keep the Headteacher informed of significant concerns and action taken.
Agree safeguarding cover with the Headteacher for absence and activities outside school hours.

Pupil Premium
Lead the Pupil Premium strategy and recommend how funding should be used.
Track disadvantaged pupils’ progress, attendance and access to wider opportunities.
Review the impact of support and prepare the annual strategy statement for approval.
Work with the office to check eligibility and help families access available support.

Attendance and family support
Review attendance weekly and lead work to reduce persistent absence.
Manage attendance meetings, support plans and follow-up with parents and the EWO.
Identify barriers to attendance and coordinate practical support.
Manage reintegration plans and review authorised temporary part-time timetables.
Act promptly on unexplained absence and concerns about children missing education.
Be the first point of contact for inclusion concerns and coordinate family support.

EAL and pupils new to English
Assess pupils’ English language needs on entry and review their progress.
Coordinate language support and help teachers adapt lessons so pupils can access the curriculum.
Support new arrivals and communicate with families, arranging interpreters where needed.
Recognise pupils’ home languages and distinguish language acquisition needs from SEND.

Behaviour and wellbeing
Lead individual behaviour plans, risk assessments and support for emotional regulation.
Manage bullying concerns and follow-up in line with school policy.
Coordinate pastoral support, therapy and specialist referrals.
Plan appropriate support for trips, transitions, lunchtime and wraparound activities.
Coordinate healthcare and intimate care plans with families and relevant professionals.

Staff leadership and reporting
Line manage allocated support staff and organise their deployment and training.
Maintain inclusion policies, the SEND information report and relevant website information.
Manage agreed budgets and provide concise reports for governors and the Trust.
Arrange meetings, prepare paperwork, contact agencies and chase outstanding actions.
Meet the Headteacher weekly to report progress, risks and decisions needed.
Work within school policies and the Trust’s Scheme of Delegation.

Qualifications and experience
Qualified Teacher Status and successful primary teaching experience.
Recognised SENCO qualification, or commitment to complete the required qualification within the statutory timeframe.
Current DSL training and experience of safeguarding casework and multi-agency working.
Experience of leading SEND provision, supporting families and managing staff.
Strong organisation, communication, professional judgement and confidentiality.

Accountability
The postholder holds DSL lead responsibility; the Headteacher retains headteacher oversight.
Refer decisions reserved to the Headteacher or Trust, including exclusions and formal complaints.
Maintain required professional training and review priorities and workload with the Headteacher.

Ethos, Equalities, And Health & Safety
Champion the Trust’s Christian values in all aspects of leadership and decision-making, ensuring that these values are reflected in the daily lives of pupils and staff alike.
Promote equality of opportunity, ensuring that the Trust meets all its statutory obligations in relation to equalities legislation, and fosters an inclusive and supportive environment for all.
Ensure the health and safety of staff, pupils, and the public, maintaining robust procedures to manage risks and promote wellbeing across the Trust.

This job description is a guide to the duties required and is not exhaustive. The duties may be amended from time to time, in consultation with the postholder, to reflect changing needs and circumstances.

The SDBE Multi-Academy Trust is committed to safeguarding and promoting the welfare of the children and young people and expects all in the school community to share this commitment.

Because this role involves working with children, applicants will be required to undertake an Enhanced Disclosure and Barring Service (DBS) check. Any offer of employment is conditional upon a satisfactory clearance

























PERSON SPECIFICATION

POST:			INCLUSION LEAD
ACCOUNTABLE TO: 	HEADTEACHER


	Personal Skills and Attributes
	

	Caring, nurturing and positive disposition
	Essential

	Highly organised, reliable and well presented
	Essential

	Able to enrich the culture and climate of our school
	Essential

	Aspirational for others and yourself
	Essential 

	Able to seek and act on advice and support
	Essential

	Able to demonstrate resilience, and willing to face new challenges with enthusiasm and optimism
	Essential

	Ability to work independently and on own initiative; take responsibility for own professional development
	Essential

	Supportive of the Christian ethos and values of the school
	Essential

	Committed to contributing to and enhancing a strong partnership with our Parish Church
	Essential

	Able to resolve conflict effectively and sensitively
	Essential

	Qualifications and Experience
	

	DFE recognised Qualified Teacher Status, and recent and relevant CPD
	Essential

	Record of outstanding classroom practice with at least 4 years teaching experience
	Essential

	Experience teaching in more than one phase
	Desirable

	Evidence of leading and maintaining a whole school initiative linked to school improvement
	Desirable

	Evidence of successful curriculum leadership and involvement in school improvement planning
	Desirable

	Experience of leading a core curriculum area
	Desirable

	Proven track record of raising standards and meeting challenging targets
	Essential

	Experience of child protection/safeguarding with up to date training or willingness to undertake training
	Essential

	Abilities and Skills
	

	Ability to communicate effectively with all members of the Academy community and partnership schools
	Essential

	Experience of leading staff and parent meetings
	Desirable

	Ability to lead and manage an effective team, challenging and developing staff and pupils
	Essential

	Effective behaviour management skills; able to coach others to develop their skills in this area
	Essential

	Ability to lead, motivate and inspire others and to promote a positive school ethos
	Essential

	Ability to accurately assess quality of teaching and learning, identify targets and support teacher development.
	Essential

	Ability to identify and implement successful inclusion strategies for all children
	Essential

	Ability to plan, organise and prioritise work in order to meet deadlines
	Essential

	Ability to use a range of technology effectively
	Desirable

	[bookmark: _Hlk530733496]Knowledge and Understanding
	

	Knowledge of SEND Code of Practice
	Essential

	Able to analyse, interpret and respond to performance data, identifying areas for improvement
	Essential

	Have knowledge of governance practice
	Essential

	Excellent understanding of curriculum and pedagogical issues, including recent developments within the primary phase
	Essential

	Understanding of relevant primary frameworks
	Essential

	Understanding of innovative and creative strategies that enable children to make excellent progress
	Essential

	Thorough understanding of and commitment to equality of opportunity
	Essential

	Knowledge of safeguarding and child protection issues
	Essential






image1.png




image2.png
Southwark Diocesan
Board of Education
Multi-Academy Trust




image3.png




image4.png
Southwark Diocesan
Board of Education
Multi-Academy Trust




