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JOB DESCRIPTION

Job Title:		Inclusion Manager		Grade: 		Grade 4

Allowance:		SEN

2.1. JOB PURPOSE

1.1 To complement the professional work of the leadership team by completing annual reviews for a site-based pupil cohort, accurately and completely following SENAR’s annual review guidance or other local authority’s annual review guidance for any out of authority children or young people. 
1.2 To be responsible for all aspects of the annual review process including engaging pupils, parents and all other professionals (including the class team in class debrief time) in contributing to the process under the supervision of a named member of the school leadership team.
1.3 To be flexible and willing to work directly with all learners and families at Mayfield School.

2. DUTIES AND RESPONSIBILITIES


2.1 Use detailed knowledge and specialist communication skills to support all learners to engage in the annual review process.
2.2 Establish productive working relationships with parents and other professionals in order to successfully engage them in the annual review process.
2.3 Promote and enable parent/carer attendance at annual reviews.
2.4 Ensure updated EHCPs are shared and understood by relevant pupils, staff and parents.
2.5 Ensure that the annual review accurately captures the progress made by the learner and provide appropriately pitched engagement opportunities for children and young people to understand their EHCP. 
2.6 Provide pupil facing support by completing a daily lunchtime duty (11.55-12.55) to ensure positive relationships are built or maintained with pupils outside of the annual review process and to ensure a secure understanding of the allocated pupil cohort is built or maintained.
2.7 Organise and manage appropriate/relevant environments and resources within an agreed system of supervision to ensure all annual reviews are effectively planned and facilitated. 
2.8 Ensure that reports provided by other professionals (SALT/OT/EP etc) are captured as part of the annual review process.
2.9 Refer to provision maps on Arbor to ensure that all pupil provision is captured as part of the annual review process. 
2.10 Review Evidence for Learning to ensure that pupil progress is accurately captured as part of the annual review process. 
2.11 Assist in the relentless role modelling of positive behaviour and promote self-control and independence.
2.12 Show positive, empathic and values led approaches to working with parents whilst maintaining appropriate professional boundaries and ensuring all parents and carers are treated equally and with respect and courtesy.
2.13 Support class-based support staff by ensuring accurate and timely information is available to them following review.
2.14 Use IT and assistive technology appropriately and within the parameters set out in the Trust digital strategy
2.15 Work collaboratively with the site-based administrator to ensure that all annual review related deadlines are met. 
2.16 Fulfil GDPR related duties as set out in the Trust GDPR policy. 
2.17 Share annual review/EHCP related updates with others through regular training and briefings.
2.18 Contribute to the identification and planning of improvements to improve accessibility and efficiency related to the annual review process.
2.19 Attend annual reviews for pending starters in their current setting when necessary. 
2.20 Be responsible for promoting and safeguarding the welfare of learners you are responsible for or encounter.
2.21 To ensure all tasks are carried out with due regard to Health and Safety.
2.22 To participate in appropriate professional development including adhering to the principles of appraisal.
2.23 To adhere to the ethos of Mayfield School:
· To promote the agreed vision and aims of the college.
· To set an example of personal integrity and professionalism.
· Attendance at appropriate staff meetings and parents evenings.
2.24 Any other duties as commensurate within the grade and nature of the post in order to ensure the smooth running of Mayfield School.


3. SUPERVISION RECEIVED

3.1 Supervising Officer’s Job Title: AHOS for Inclusion  
3.2 Level of Supervision
· Left to work within established guidelines subject to scrutiny by line manager.


OBSERVANCE OF ALL MAYFIELD AND TRUST POLICIES IS REQUIRED
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	Job Title:
	Inclusion Manager 
	Grade:
Allowance:
	Grade 4
SEN



Method of Assessment (MOA) 	
AF = Application Form	I = Interview	T = Test or Exercise 	P = Presentation

	CRITERIA
	0. [bookmark: _Toc226864001][bookmark: _Toc226864250][bookmark: _Toc230418157][bookmark: _Toc230418425]ESSENTIAL
	M.O.A.

	EXPERIENCE
(Relevant work and other experience)

	1. Minimum of 3 years’ experience as a SEND classroom practitioner within the last 5 years
2. Experience of working in partnership with parents/carers.
3. Experience of using ICT effectively
4. Knowledge of policies and codes of practice/legislation
	AF

AF

AF
AF/I

	SKILLS AND ABILITIES
(E.g.: Written communication skills, dealing with the public)
	1. The ability to follow the guidance set out in the annual review process accurately and fully.
2. Ability to manage time and workload effectively to ensure all deadlines are met. 
3. A good understanding of development and learning processes for SEND learners. 
4. The ability to follow instructions from the line manager
5. To make effective contributions to the team as appropriate
6. The ability to use a range of modes/methods to communicate effectively with children and young people, parents and other professionals.
7. The ability to engage children and young people in lunchtime activities and play.
	I/T


AF

AF

I

I

T



AF/I

	TRAINING

	1. Willingness to undertake further professional training as appropriate
	AF

	EDUCATION/
[bookmark: _Toc226864002][bookmark: _Toc226864251][bookmark: _Toc230418158][bookmark: _Toc230418426]QUALIFICATIONS
NB  Full regard must be paid to overseas qualifications
	1. Level 3 qualification in any subject/discipline 
2. Good written standard of literacy  
	AF

T


	OTHER


	1. A flexible and positive attitude
2. Competent and organised

	I
AF/I/T

	CONTRA INDICATION

	1. Criminal convictions involving offences against children or adults.  
	AF



ALL STAFF ARE EXPECTED TO BE COMMITTED TO THE ACADEMY’S EQUAL OPPORTUNITIES POLICY
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