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Re: Inclusion Manager Post (MPS/UPS + SEND Allowance) 

Thank you for your interest in our Inclusion Manager post at Grimes Dyke Primary School. This is an exciting full time position which is mostly non class based. The successful candidate will be responsible for leading SEND throughout the school as our SENDCO and will become a member of the senior leadership team. They will also take on the responsibility of Designated Safeguarding Lead (DSL) alongside a highly competent team of Deputy DSLs. Whilst we are recruiting a SENDCO who already holds the NANSENCO or NPQ for SENDCOs (Or is currently enrolled on the course) we are open to applications from candidates who have not yet completed the full training for DSL’s. 

The post has become available due the promotion of our excellent SENDCO so you will be joining a school where there are existing systems in place. The role currently includes teaching for one day of the week sharing a KS1 class however the successful candidate will need to show that they have the skills and experience to work across the primary age range with SEND pupils. 

The Inclusion Manager role is a unique position at Grimes Dyke and would involve supporting colleagues across school. This will involve working alongside the AHT / SLT staff. The successful candidate will be required to attend SLT meetings and work alongside colleagues in aspects of school improvement. 

We are a happy thriving school with a passion for creative teaching, play and outdoor learning. Our school motto is Aspire, Enjoy, Achieve. 

We are looking for people who are enthusiastic about teaching and learning for all pupils regardless of their differing needs and can build good relationships with pupils and colleagues.  If this is you, then we welcome your application for this post. 


Yours faithfully 



Miss Louise Hill
Headteacher 
[bookmark: _heading=h.p33y63ydgt7]                 



The Application Process

Interested candidates are welcome to contact Mrs Fiona Wilson, School Administrator using the following address fiona.wilson@grimesdyke.leeds.sch.uk  Mrs Wilson may be able to arrange for a time to visit the school if you would like to take up this opportunity but please make time to visit our school website, Facebook or Twitter pages to get a feel for the school. www.grimesdyke.leeds.sch.co.uk. 

How do I apply?

Please complete the relevant application form providing full details of your education and employment history, including any unpaid or voluntary work. Where there are gaps in your employment, please state the reasons why (e.g. gap year, career break, unemployed etc.). Use the job description and key skills and competencies as your guide and give specific examples, where possible, to demonstrate how you match the requirements for this post. We require details of two referees, one of which must be your current or most recent employer; if you currently work in school, the reference must be from the Headteacher. Please provide their names, email addresses and daytime contact numbers.

Supporting information 

This section of the form is very important. It gives you an opportunity to explain why you are applying and why you are the best person for this job. Use the job description and person specification as your guide and give specific examples, where possible, to demonstrate how you match the requirements for this post and why you are an ideal candidate. CVs are not accepted as part of the application process for this post.

Where & when do I need to send my completed application? 

Your completed application form and covering letter should be returned to headteacher@grimesdyke.leeds.sch.uk or can be completed via the online portal. 

· Closing date: Monday 5th October 2026
· Interview date: Thursday 15th October 2026

When will I hear if I have been shortlisted? 

Applications will be evaluated against the requirements of the post, with those candidates that best fit the requirements being shortlisted. We are unable to contact all applicants, but all shortlisted candidates will be contacted by email or phone by Friday 9th October. If you have any queries on any aspect of the application process or need additional information, please contact school on 0113 2941066

Vacancy Advert

[bookmark: _heading=h.uephetfzkgwh]Inclusion Manager Post 

Post: Full Time (Permanent Contract)

Start date: January 2027
Grade MPS / UPS  + SEND Allowance

The Governing Body are seeking to appoint an enthusiastic, creative and exemplary classroom practitioner and leader to join our hardworking and happy Team GD. The appointment is subject to a full DBS check.

· Closing date: Monday 5th October
· Interview date: Thursday 15th October
Safeguarding Statement:
Grimes Dyke Primary School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. We particularly welcome applications from underrepresented groups including ethnicity, gender, transgender, age, disability, sexual orientation or religion.



Enhanced Disclosure

Thank you for your interest in this post at Grimes Dyke Primary School. The post you are applying for involves working with young people. It is therefore exempt from the Rehabilitation of Offenders Act and any offer of employment will be subject to an Enhanced Disclosure.

As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), the School complies fully with the Code of Practice and undertakes to treat all applicants for positions fairly. The School undertakes not to discriminate unfairly against any subject of a criminal record check on the basis of a conviction or other information revealed. 

An Enhanced Disclosure is carried out by the Disclosure and Barring Service (DBS) and will check criminal records for information on any convictions, cautions, reprimands and warnings held on the Police National Computer and on local Police records. All information on criminal records provided both by you and within the Enhanced Disclosure will be used, stored and disposed of in confidence and in line with the Disclosure and Barring Service (DBS) Code of Practice of Disclosure Information.

If your application is successful, you will receive further information on how to complete the Enhanced Disclosure.

We are committed to safeguarding and promoting the welfare of our pupils and expect all staff and volunteers to share this commitment.


Inclusion Manager Job Description
 
Special Educational Needs and Disabilities Co-ordinator (SENDCO) and Designated Safeguarding Lead (DSL) 

	School                                      Grimes Dyke Primary School 



	Post Title
Inclusion Manager FTE
	GRADE
MPS / UPS + SEND allowance
	JE Ref




	Post(s) to which directly responsible - Headteacher 



	Duties 

The duties outlined in this job description are in addition to those covered by the latest School Teachers Pay and Conditions document.  It may be modified by the Headteacher, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title.




	Responsibilities

Teaching and Learning 

· Identify and adopt the most effective teaching approaches for pupils with SEND and share approach with colleagues.
· Monitor teaching and learning activities to meet the needs of pupils with SEND.
· Identify and promote skills / approaches that will develop pupils’ ability to work independently.
· Liaise with other primary schools in the UK to ensure continuity of support and learning when transferring pupils with SEND.
· Teach 0.2 FTE sharing class responsibility with a colleague.
· Oversee provision for neurodiverse pupils. 

Recording and Assessment

· Work with colleagues to set challenging targets for raising achievement among pupils with SEND.
· Ensure robust tracking systems are in place to collect and interpret specific pupil level assessment data allowing the school to identify value-added by its quality first teaching programme and intervention strategies.
· Set up systems for screening pupils at “point of entry” identifying, assessing and reviewing provision for SEND children once identified.
· Update the SLT and governors on the effectiveness of provision for pupils with SEND.
· Develop understanding of learning need and the importance of raising achievement among pupils.
· Attend the personalised learning plan (PLP) review meetings, parents evening consultations keeping parents informed about their child’s progress.


Leadership and Management 

· Ensure the school SEND register is up to date and all stake holders are fully informed about support programmes in place/planned.
· Ensure PLP’s are monitored regularly, are live documents and their impact is assessed and progress can be evidenced.
· Encourage all members of staff to recognise and fulfil their statutory responsibilities to pupils with SEND and understand the importance of QFT taking ownership of additional provision and progress (with SEND) make in their class/teaching group.
· Participate in constructing the schools provision map ensuring intervention programmes target the right pupils, and staff expertise is deployed appropriately.
· Provide training opportunities for learning support assistants, teachers and other stake holders to learn about SEND and work with other colleagues to deliver training on specific intervention programmes.
· Disseminate good practice in SEND across the school.
· Identify resources needed to meet the needs of pupils with SEND and advise the Headteacher of priorities for expenditure.
· Contribute to SLT meetings on the effectiveness of SEND provision in the school and be prepared to share this information with other stake holders.
· Take the lead in liaising, co-ordinating and managing all external support offered to school locally and from agencies.
· To ensure promotion and support of Equal Opportunities and Health & Safety
· To undertake any other duties that are commensurate with the post

Child Protection

· Ensure that the child protection policies and procedures adopted by the governing body are fully implemented and followed by all staff. 
· Ensure that sufficient resources and time are allocated to enable staff to discharge their child protection related responsibilities effectively 
· Be the first point of contact for concerns, (alongside 3 deputy DSL’s) responding swiftly and effectively in line with KCSIE and local authority procedures
· Grimes Dyke Primary School is committed to safeguarding and promoting the welfare of its pupils and would expect you to share this commitment.  

Relationships

· The postholder will be required to work flexibly to deliver an efficient service.  
· There will be regular contact with pupils, colleagues, other members of staff, line managers and internal and external customers  




	

	




	Prospects

Promotion
Whilst there is no automatic progression to any more senior posts, opportunities do exist for advancement and promotion, dependent upon normal staff movements and on the capabilities of the individual post holder.

Training
The school encourages training both “in-house” and external to meet the needs of the individual and of the Service.


	




EMPLOYEE SPECIFICATION: 
Detailed below are the types of skills, experience and knowledge that are required of applicants applying for the post. The ‘Essential Requirements’ indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post.  The points detailed under ‘Desirable Requirements’ are additional attributes to enable the applicant to perform the position more effectively or with little or no training. They are not essential, but may be used to distinguish between acceptable candidates.

	EDUCATION, TRAINING AND EXPERIENCE
	Ess
	Des
	MOA

	Qualified teacher status
	*
	
	C

	National Award for SEND Co-ordination (NANSENCO) or NPQ for SENCOS – This includes candidates who have started this qualification but have not yet completed it. 
	*
	
	A

	Experience of leadership of SEND in current role. 
	
	
	I

	SKILLS
	
	
	

	Know the characteristics of effective teaching.
	*
	
	I

	Use ICT
	*
	
	A

	Keep up to date with inclusion and SEND issues.
	*
	
	A

	Effective and good interpersonal skills 
	*
	
	I

	Co-ordinate and provide staff training 
	*
	
	A

	Manage PLP’s
	*
	
	A

	Analyse and interpret data
	*
	
	A

	Assist staff to set realistic expectations
	*
	
	A

	Disseminate good practice 
	*
	
	A

	Monitor and evaluate the provision for pupils with SEND, including the effectiveness of teaching and learning
	*
	
	A

	Support literacy, numeracy, ICT and other developments
	*
	
	A

	Support pupils to become independent learners
	*
	
	A

	Manage transition effectively 
	*
	
	A

	Collect and interpret assessment data
	*
	
	A

	Devise, implement and evaluate SEND systems
	*
	
	A

	Provide regular information for HT and governing body on the effectiveness of SEND provision 
	*
	
	A

	Help staff understand the needs of pupils with SEND
	*
	
	A

	Promote and achieve positive staff/pupil relationships
	*
	
	A

	Monitor pupil progress
	*
	
	A

	Co-ordinate reviews 
	*
	
	A

	Develop positive partnerships with parents
	*
	
	A

	Develop effective liaison with other agencies 
	*
	
	A

	Chair meetings effectively 
	*
	
	A

	Manage time effectively 
	*
	
	A

	Take responsibility for your own professional development 
	*
	
	A

	Deploy resources effectively 
	*
	
	A

	Maintain resources and explore opportunities to provide relevant and necessary resources to meet the needs of pupils.
	*
	
	A

	Ensure SIP includes developments from SEND department and policy objectives
	*
	
	I

	Contribute to the positive ethos of the school 
	*
	
	I

	Promote inclusive practice

	*
	
	I

	Know how to recognise and deal with stereotyping in relation to race, disability and gender 
	*
	
	A

	Advise HT, SLT and governors on the level of resourcing required to maximise pupil progress, attainment and ensure priorities are met
	*
	
	I

	Allocate resources effectively to achieve objectives 
	*
	
	A

	Use specialist knowledge to assess the needs of pupils with difficulties in communication and interaction and advise on/use appropriate teaching methods
	
	*
	A

	Use specialist knowledge to assess the needs of pupils and advise on/use of appropriate teaching methods
	*
	
	I

	Use specialist knowledge to assess the needs of pupils with behavioural, emotional and social difficulties.
	*
	
	I

	Advise and use appropriate interventions to support staff and pupils when managing challenging behaviour.
	*
	
	I



	METHOD OF ASSESSMENT(MOA)
	A 	=	Application Form
T 	= 	Test
I 	= 	Interview
C 	= 	Certificate
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