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JOB DESCRIPTION 

 
 

Post Title:  Inclusion Manager 
 
Grade:   10 (point 20 to 23 - £29,184 to £32,390) Pro-rata 
 
Responsible to: Assistant Headteacher for Safeguarding and Alternative Provision  
 
Responsible for: Inclusion Teaching Assistants in Hive/Thrive 
 
Line-Management by: Assistant Headteacher for Safeguarding and Alternative Provision   
 
Post Objectives: To lead on the coordination and delivery of appropriate support and 

interventions for students who need to develop social, emotional, and 
behavioural skills to ensure more effective learning and facilitate strong 
academic progress. To help facilitate and manage positive behaviour within the 
school community by ensuring that the schools’ graduated response is used 
effectively in supporting high-tariff students and those with complex needs, 
particularly those with SEMH needs. 

 
 
Duties and Responsibilities: 
 
Purpose of the job: 
 
To be responsible for the day to day management of the Hive and Thrive centres and staff working 
within these, including the designing, allocation and monitoring of student work. 
 
To complement the professional work of teaching staff by leading on the implementation of activities 
designed to support student learning and reintegration. This will involve planning, preparing, 
delivering and directing the learning activities for individuals or groups of students. 
 
To be responsible for the coordination of targeted intervention and mentoring support for identified 
students and to oversee Inclusion mentoring provision. 
 
To take a lead on ensuring that students successfully transition into mainstream lessons and that the 
provision in Hive/Thrive allows for parity with the mainstream offering in core subjects. 
  



 
 
In particular, the responsibilities of the post holder are: 
 
1. Leading inclusion and alternative provision 
  
● Be responsible for the line-management of Inclusion staff in the Hive/Thrive centres under the 

overall direction of the AHT Safeguarding and Alternative Provision. 
● Challenging and motivating students and promoting self-esteem through intervention. 
● Support students’ learning in a range of classroom settings, including working with individual 

students or groups where the assigned teacher is not present, in short-term absence undertaking 
elements of ‘specified work’. 

● Lead on the design and implementation of long-term learning activities/teaching programmes; 
adjusting activities according to the students’ needs, and ensuring that they are sequenced 
appropriately to match these needs. 

● Support students’ access to learning using appropriate strategies and resources  
● Lead staff in planning, evaluating and adjusting learning activities as appropriate. 
● Be responsible for ensuring feedback is objective and accurate, using reports as required, to other 

members of staff on students’ achievement, progress and other matters ensuring the availability 
of appropriate evidence. 

● Support students with all aspects of their barriers to learning working predominantly in the 
Thrive/Hive, delivering individual and small group academic and pastoral programmes and where 
appropriate providing additional support within the classroom environment. 

● Establish constructive relationships with students and interact with them according to individual 
needs 

● Encourage students to interact with others and engage in activities in the THRIVE centre 
● Set challenging and demanding expectations and promote self-esteem and independence  
● Provide feedback to students in relation to progress, achievement, behaviour and attendance. 
● Lead on the reintegration process back into mainstream lessons for students, working with 

teachers, heads of subject/faculty to ensure that students’ complex needs are understood and that 
staff are equipped to deliver quality first teaching to these students. 

 
  
2. Coordinating student provision 

 
● To coordinate external alternative provision places for students, including externally provided 

tuition services, and liaise with these providers, keeping a record of student attendance and 
progress. 

● With the AHT Safeguarding and AP, arrange and plan curriculum provision for ASDAN/Vocational 
programmes and remove barriers to learning 

● Liaise directly with class teachers to provide appropriate work for students within the Thrive/Hive 
environments 

● Lead on the implementation of schemes of learning, ensuring that staff teaching in the Hive/Thrive 
environments are adapting material to meet the needs of the students, whilst mastering the 
threshold concepts of the subject. 

● Assist in the identification and support of students that need extra pastoral and / or academic 
support. 

 
 
 
 
 
 



 
● Develop 1:1 mentoring arrangements for students and provide support for those with complex 

SEMH needs. 
● Lead on the coordination of interventions designed to support the students’ individual needs, 

liaising with relevant pastoral staff and external agencies to ensure these are timely and 
appropriate. 

● Contribute to provision tracking tools and provision maps 
● Work with AAHT SEND and Inclusion to ensure Learning Support provision meets the needs of the 

students in Hive/Thrive. 
● Deal with Thrive/Hive referrals as and when they come in with AHT Safeguarding and AP / AAHT 

SEND and Inclusion.  
● Lead and manage the Thrive/Hive environments, taking responsibility for student timetables, 

ensuring frequent communication with staff and those working within both environments.  
● Be responsible for keeping and updating records as agreed with other staff contributing to reviews 

of systems/records as requested. 
● Establish constructive relationships with parents/carers and supporting home to school 

community links. 
● Attend Inclusion team meetings, Inclusion briefings and safeguarding meetings as required 
● Support with multi agency approaches to supporting students 
● Lead on the development and implementation of learning plans for high-tariff and vulnerable 

students 
● Provide feedback to students in relation to progress and achievement  
● Track and monitor the progress of interventions delivered through the Thrive centre. 
● Attend parents’ evenings; coordinating and communicating feedback from staff involved with the 

provision for students, including external providers.  
 
 

3.Leadership and Management 
 

● Organise and manage an appropriate learning environment and resources and manage associated 
budgets under the direction of AHT Safeguarding and AP. 

● Enable the staff that they are responsible for further develop professionally, through effective 
leadership and support, including the use of the school’s professional growth plans. 

● Lead on deliberate practice for high-tariff students 
● Contribute to reporting on the impact of Thrive/Hive provisions and interventions 
● Lead meetings with parents/carers and provide constructive feedback to students  
● Assist in the strategic development of the school inclusion provision 
● Lead in the implementation of appropriate interventions for individual students. 
● Promote the inclusion and acceptance of all students 
● Promote an ethos and culture that supports the school’s THRIVE culture and promotes good 

outcomes for students with complex needs 
● Lead on the development and maintaining of effective working relationships with local alternative 

provision providers 

● Provide regular guidance to colleagues on how to meet students’ learning needs – in line with 
their needs and advise on the graduated response. 

● Quality assure progress reports to parents, ensuring that these are succinct, accurate and clearly 
signpost students’ progress and their next steps. 

● Lead by example in engaging with research and evidence in the development of provision in the 
THRIVE/HIVE centre 

 
 

 
 



 
 
 
General duties 
 
This will involve: 
● The postholder should be aware of and comply with policies and procedures relating to child 

protection, health, safety and security, confidentiality and data protection, reporting all concerns 
to an appropriate person.  

● They should further be aware of and support difference and ensure all students have equal access 
to opportunities to learn and develop. 

● Contribute to the overall ethos/work/aims of the school 
● Appreciate and support the role of other professionals 
● Attend and participate in relevant meetings as required  
● Participate in training and other learning activities and professional growth as required 
● To respond effectively and efficiently to staff, students and parental concerns 
● To contact and meet parents where appropriate  
● To work productively with the AHT Safeguarding and AP/AAHT SEND, to use the school's graduated 

response and referral processes. 
● Support the schools THRIVE, behaviour and rewards policies 
 
 
Additional Duties:  
● To play a full part in the life of the school community, to support our values and to encourage and 

ensure staff and students to follow this example. 
● Whilst every effort has been made to explain the main responsibilities of the post, each individual 

task undertaken may not be identified.  The post holder will be expected to comply with any 
reasonable request from a manager to undertake reasonable tasks that are not specified in this 
job description.  

 

I confirm that I have read this job description and person specifications. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each 
individual task may not be identified. 

Date of Issue:                                 May 2022 

Signed: Headteacher:                  ………………………………………………………… 

Signed: Post holder:                     …………………………………………………………  



 
 
 

Person Specification 
Inclusion Manager 

Selection Criteria Essential/ 
Desirable 

Assessmen
t 

Experience   

Has experience of successfully mentoring at secondary school level E A/I/R 

Has at least 3 years of working in an educational/young person context D A/I/R 

Knows and understands what constitutes high quality student support E A/I/R 

Has demonstrated personal effectiveness in improving the quality of student well 
being 

E A/I/R 

Has experience of working with SEMH students D A/I/R 

Has experience of liaising with teachers about the wellbeing of students E A/I/R 

Has experience of mentoring students/small groups E A/I/R 

Has experience of supporting extra-curricular activities D A/I/R 

Has demonstrated positive strategies when dealing with parents E A/I/R 

Has a record of converting ideas into successes E A/I/R 

Has experience of liaising with external agencies and/or providers E A/I/R 

Has experience of cross-curricular working D A/I/R 

Qualifications/Training   

Is qualified to GCSE grade C/4 or above or Level 2 English and Mathematics E A/I/R 

Has successfully completed HLTA training, or willing to undertake E A/I/R 

Has expertise, training or a record of effectiveness in conflict resolution with young 
people 

E A/I/R 

Has experience of working in a Public Sector e.g. Education, Social Service or Police D A/I/R 

Has demonstrated further professional development through qualifications or 
training 

E A/I/R 

Knowledge/Skills   

Knows and understands how support learning can enrich a student’s wellbeing E A/I/R 

Has good knowledge of what constitutes good support for Looked after Children and 
DisAd students 

E A/I/R 

Has excellent knowledge of how to celebrate good attendance and tackle poor 
attendance 

D A/I/R 

Has excellent knowledge of how to use the school IT management system to record 
and extract student information e.g. SIMS, Bromcom, Provision Map, SISRA 

D A/I/R 

Is able to plan, assess, review and evaluate effectively and efficiently E A/I/R 

Knows when to consult, make decisions and defer to others E A/I/R 

Is able to meet deadlines E A/I/R 

Communicates well with and between staff, students and parents E A/I/R 

Manages their own personal time effectively E A/I/R 

Is up to date with current research surrounding AP and attendance D A/I/R 

Behavioural Attributes   

Ability to form a close professional, but caring, relationship with students E A/I/R 

Sets and achieves challenging professional goals E A/I/R 

Takes responsibility for their own professional development E A/I/R 

Can build positive relationships with staff E A/I/R 

Enjoys seeing young people learn in a positive climate and is committed to ensuring 
all are supported in making progress 

E A/I/R 

Is committed to engaging learners and ensure that they are safe E A/I/R 

Is reliable and has an excellent record of attendance and punctuality E A/I/R 



Has a personal impact/presence underpinned by high expectations of achievement 
and behaviour 

E A/I/R 

Is committed, resilient, robust and resourceful and of a reflective focussed and 
determined disposition 

E A/I/R 

Other   

Holds a full driving licence D A/I/R 

Is willing to give freely of their time in support of young people D A/I/R 

Has experience of organising events and activities for young people D A/I/R 

Suitability to work in an environment where you will be responsible for promoting 
and safeguarding the welfare of children and young people 

E A/I/R 

Operates corporately, putting their personal needs second to the wider and agreed 
needs of the school 

E A/I/R 

 


