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Alma Park
Primary School

Errwood Road
Levenshulme
Manchester
M19 2PF

Tel: 0161 224 8789
Fax: 0161 225 2776
Email: admin@almapark.manchester.sch.uk

Headteacher : Charles Parfitt
Deputy Headteacher : Ms K Houghton B.Sc. Hons. PGCE



Alma Park Primary School
Inclusion Leader



Job Description (MPS/UPS + Max SEND Allowance)
Core Behaviours:

· Demonstrate high standards of personal integrity, loyalty, discretion and professionalism at all times and in all situations; inspiring trust and confidence in pupils, colleagues, parents, carers and governors

· Actively celebrate diversity and promote equality at all times and in all situations

· Be an excellent role model for all members of staff and pupils in all aspects of school life and an exemplar of all school policies and practices
Core Purpose:

The Inclusion manager will be expected to oversee the teaching of vulnerable pupils or pupils with additional needs, defined as those pupils with SEND, English as an Additional Language, those who are in receipt of the Pupil Premium grant, have medical needs and/or are looked after or previously looked after. This may be with individual children, groups of children, as a class teacher or with a bespoke group of children with additional needs.
The Inclusion Leader will be the school’s SENDCo and expected to support National, City Council and School priorities and carry out the full range of professional duties appropriate to the role in accordance with the School Teachers Pay and Conditions Act. The Inclusion Lead is accountable to the Headteacher and will assist the Headteacher and Deputy Headteacher and SLT in the leadership and management of the school by:

· Promoting the welfare of all pupils and ensuring all safeguarding practice/procedures are upheld
· Ensuring that pupil and parent voice remains at the heart of decision making for pupils with additional needs
· Ensuring the smooth running and day to day management of inclusion staff
· Promoting and enabling outstanding achievement and provision for vulnerable pupils and/or those with additional needs
· Managing the SEND register, provision map and individual pupil records ensuring all information is accurately recorded, stored, and shared as appropriate with relevant permissions

· Acting as an immediate source of support for all staff with regard to supporting vulnerable children’s needs

· Liaising with the Deaf and Hearing Needs team, Educational Psychologist, SALT, other relevant specialists and outreach services to coordinate the most appropriate responses and onward referrals for children

· Applying for statutory assessment for children where appropriate, providing all the supporting evidence required
· Liaising closely with the school budget manager regarding the budget and funding for SEND

· Making recommendations about the best strategic deployment of staff for pupils with EHCPs

· Taking responsibility for leading, managing, and assessing the impact of interventions for vulnerable pupils and those with additional needs.
· Leading the school’s pastoral team to identify the needs of vulnerable children and the impact of support/interventions put in place to ensure their physical and mental well-being and academic success.
· Delivering a range of academic, pastoral and therapeutic intervention or having overview of colleagues who do so. This could include being the teacher responsible for specialist classes.
· Being the designated teacher for children who are looked after (CLA) and previously looked after

· Being the designated school lead for pupils who have English as an additional language
· Keeping fully informed of individual pupil progress and intervention, including through standards meetings, so that appropriate strategic responses can be put in place to diminish the difference between the whole school and vulnerable groups.
· Presenting a clear and accurate account of pupil performance and effectiveness of provision for vulnerable groups of pupils for a range of audiences including governors, the LA, OFSTED and others
· Communicating to pupils, parents, staff and the wider community the school’s high expectations and the inclusive philosophy that all pupils can succeed
· Driving forward the school’s inclusive approaches to raise the quality of provision and ensure achievement for every child
· Being a part of the school safeguarding team
Strategic Direction and Development of the School:
· Work with the HT, SLT and governing body to contribute to a shared vision and strategic view for the school, analyse and plan for its future needs and further development linked to the School Development Plan with reference to vulnerable pupils
· Participate actively in the analysis of relevant data, research and inspection evidence so as to inform Inclusion policy, practice and provision within the school

· Keep under review the school policies and reports for: SEND, Medicines Policy/First Aid Protocol, EAL, CLA and Pupil Premium
Achievement, Teaching and Learning:

· Create and maintain a climate that secures and promotes good/outstanding teaching, achievement and behaviour
· Ensure that all pupils have access to a broad, balanced and relevant curriculum and that all their needs are met, with particular focus on vulnerable groups, meeting pupils’ needs at the earliest opportunity
· Contribute to the development of school practice to choose the most appropriate teaching, learning and assessment methods 

· Ensure teachers’ classroom organisation and presentation is of a high standard with reference to vulnerable groups and their inclusion and progress 

· Monitor provision and pupils’ work with reference to vulnerable groups
· Use tracking systems to analyse and regularly report on pupil progress and attainment for vulnerable groups
· Provide a cohesive account of performance over time (3-5yrs) of vulnerable groups. The evidence base should reference strengths, development needs, the impact of strategies and their outcomes
Responsibilities for Self:

· To be a fully qualified SENDCo and show continued development of professional knowledge for other vulnerable groups of pupils over time
· Take responsibility for own professional development i.e. building up a portfolio of skills and knowledge of academic, pastoral, therapeutic interventions for pupils with additional needs. 
· Prioritise and manage own time effectively, remain calm under pressure and work to deadlines
· Sustain personal motivation, reflect constructively on practice and manage change
· Think creatively, generate solutions to problems, adapt to changing circumstances and needs
Responsibilities for Pupils:

· Ensure the consistent application of school policy to ensure outstanding behaviours in class and around school at all times

· Ensure a consistent, positive and sensitive approach to pupil’s pastoral and behavioural needs, and to actively promote this amongst all staff
· Actively promote personal, social, moral, spiritual and cultural development of pupils
· Provide information to and support SLT regarding any incidents that breach our behaviour or equality codes, ensuring communication with and support for pupils, parents, carers and colleagues
· Monitor and maintain effective transition arrangements for all vulnerable pupils and those with additional needs
· Writing, reviewing and sharing Individual Health Care Plans for all deaf pupils and all pupils with allergies and/or health/medical issues that may require an emergency protocol
· Publish and share allergy information with appropriate parties (office, kitchen , LOs, staff) 

· Model, write and monitor One Page Profiles and Personalised Leaning Plans
· Monitor and report on the progress and attainment of CLA pupils

· Monitor and report on the progress and attainment of pupils in receipt of the pupil premium grant
· Ensure that EAL and INA pupils have direct support and induction from an identified member of staff, including organising First language Assessments where appropriate
· Liaise with the Headteacher, Deputy HT and School business Manager to coordinate the booking of interpreters where needed
Responsibilities for Staff:

· Line manage teaching assistants involved in Inclusion to sustain effective systems for the management of staff to ensure effective inclusion
· Provide professional advice, identify training needs, contribute to, arrange and lead INSET as appropriate, disseminate information relating to best practice and educational research
· Contribute to the professional development of staff through leading by example, induction, coaching and mentoring
· Lead all staff in understanding the needs of a diversity of pupils
· Ensure pupils’ language proficiency is assessed and recorded in line with the school assessment and monitoring procedures
Responsibilities for resources:

· Manage, monitor and review the range, quality, quantity and use of resources to meet any additional needs of pupils in order to maximise access
· Develop understanding of SEN funding in relation to the revised Code of Practice (2014) and Local Authority funding guidelines
Responsibilities for Parents, Carers and the Wider Community:

· Prioritise, forge and maintain effective partnership with parents/carers 
· Provide positive responses to concerns and problems regarding their pupils’ education and wellbeing
· Liaise with other educational establishments and agencies to ensure safeguarding, inclusion and outstanding provision for all of our pupils

· Develop and maintain positive links and relationships with the community, local organisations and employers 

This job description sets out the duties and responsibilities of the post at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post. The job description will be reviewed and may be amended from time to time, within the terms of your Conditions of Employment, after consultation with the post holder.
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