



Job Description
Inclusion Manager
 
Reporting to:  	Head Teacher/Principal

Liaising with:  	This post involves working closely with SLT and teachers and the wider student support teams
 
Grade/Salary: 	
 
Hours of work: 	37 hours per week (39 weeks per year) 
 


Core Purpose: 
The Inclusion Manager will lead and coordinate inclusive practice across the school ensuring that all students, including those with SEND, disadvantage, SEMH needs, and other vulnerabilities are supported. Central to the Strong Foundations team ensuring identified students are fully supported as they start their journey at secondary school and are successful in all aspects of school life giving them the best possible chance of success at every stage.
In line with the 2025 Ofsted framework, the role will drive a whole-school approach to inclusion that prioritises early identification, removes barriers to learning, and ensures that all pupils experience a strong sense of belonging, particularly across Key Stages 3, 4, and post-16 provision where applicable.
Specific areas of responsibility and key tasks: 
Strategic Leadership of Inclusion 
· Ensure inclusion is communicated and embedded across subject areas, pastoral systems, and behaviour policies. 
· Contribute to the School Improvement Plan and Self-Evaluation Form (SEF), with a focus on inclusion outcomes across KS3, KS4, and KS5. 
· Work closely with senior leaders, Heads of Year, and Heads of Department to ensure consistency of inclusive practice. 

Curriculum Access and Achievement
· Ensure all pupils can access a broad and ambitious secondary curriculum by supporting students to develop the strategies that will enable them to be successful both inside and outside of the classroom. 
· Track and evaluate outcomes for vulnerable groups, including analysing: 
· Subject by subject data after each tracking report, end of year Progress 8 / Attainment 8 (KS4) and KS5 retention, achievement, and destinations 


Identification and Targeted Support
· Play a key role in the Strong Foundations Programme working with key staff to identify students with SEND, SEMH needs, and other vulnerabilities
· Ensure timely and effective interventions that support both academic progress and personal development. 
· Coordinate support for pupils at risk of exclusion, persistent absence, or disengagement. 
Behaviour, Attendance and Engagement
· Work with pastoral teams to promote inclusive behaviour systems that reduce exclusions and support positive engagement. 
· Monitor attendance patterns, particularly persistent absence among vulnerable groups, and implement targeted strategies. 
· Support reintegration programmes for pupils returning from suspension, alternative provision, or absence. 
· Work with Heads of Year to call and manage PSP Meetings ensuring these are timely. PSP minutes and agreed actions/targets to be shared with all parties and students monitored     
· Work with feeder primaries to look at attendance patterns for those joining the school in Year 7
· Build strong effective relationships with families to promote and improve attendance 
Supporting Teaching and learning 
· Support Heads of Department and teaching staff by having a proactive approach to behaviour ensuring staff can teach without interruption and students can learn without disruption 
· Ensure systems such as on call and detentions are effective and lead to staff being and feeling supported 
· Promote and have high expectations for all students 
· Lead CPD on behaviour strategies and support teachers in classrooms where necessary 
Pastoral Systems and Sense of Belonging
· Ensure that pastoral structures (e.g., tutor time, year teams) actively promote inclusion, wellbeing, and belonging. 
· Work with the Assistant Principal leading on SGD (Student Growth and Development) to oversee provision for vulnerable groups, ensuring access to enrichment, trips, extracurricular activities, and leadership opportunities. 
· Promote student voice, particularly for disadvantaged and SEND pupils.
Alternative Provision and Multi-Agency Working
· Work with the AP (Alternative Provision) Lead ensuring AP is appropriate, high-quality, and time-limited where possible. 
· Assist with AP visits and parent meetings
· Work with external agencies (e.g., CAMHS, social care, youth services) to support complex needs. 
· Work with key staff leading Strong Foundations and Strong Foundations P16 to ensure strong transition processes into, within, and beyond the school (e.g., Year 6–7, Year 11–post-16). 



Monitoring and evaluation
· Use data (attendance, behaviour, attainment, destinations) alongside qualitative evidence to evaluate inclusion impact. 
· Prepare evidence, particularly demonstrating: 
· Removal of barriers to learning 
· Strong outcomes for vulnerable groups 
· Inclusive curriculum access 
· Positive pupil experiences 
· Contribute to the school’s evaluation under the 5-point grading scale, with inclusion as a discrete judgement. 
Leadership and Line Management
· Line manage inclusion and identified pastoral staff 
· Work closely with the SENCO, DSL, and pastoral leaders to ensure joined-up provision. 
· Build staff capacity and accountability for inclusion across all departments. 
· Manage a small budget
· To carry out any other tasks deemed necessary by the Headteacher;

The St Thomas Aquinas Catholic Multi-Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  This post is subject to satisfactory references, which will be requested, prior to interview, an enhanced Disclosure and Barring Service (DBS) check, medical check, evidence of qualifications plus verification of the right to work in the UK. 

The Trust will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition. 

Whilst every effort has been made to outline the key duties and responsibilities of the role, it is not an exhaustive list.  The duties and responsibilities of the role may vary from time to time, commensurate with and without changing the general character of the duties or the level of responsibility entailed, and would not in itself justify a reconsideration of the grading of the post. 
 
 










 


Person Specification
Inclusion Manager
 
	A  Training and Qualifications 
	Essential
	Desirable

	Level of numeracy and literacy sufficient to carry out the duties of the posts.
	Y
	

	Qualified to at least GCSE level or equivalent incl English Lang and Mathematics to Grade C or above
	Y
	

	
	
	

	Commitment to ongoing professional development 
	Y
	



	B  Experience 
	Essential
	Desirable

	Experience in a secondary school setting 
	Y
	

	Strong understanding of inclusion across KS3–KS5 
	Y
	

	Knowledge of Progress 8, KS4/KS5 pathways, and post-16 progression 
	Y
	

	Experience supporting vulnerable students including SEND and SEMH
	Y
	

	Awareness of the statutory frameworks relevant to their role
	Y
	

	Awareness of policies and procedures relating to child protection, health and safety, equal opportunities, confidentiality and data protection
	Y
	

	Experience of dealing with challenging behaviour
	Y
	

	Excellent behaviour management skills
	Y
	

	Good knowledge and understanding of effective record keeping
	Y
	



	C  Professional Knowledge and Skills 
	Essential 
	Desirable

	Good administration, time management and self-motivation skills.
	Y
	

	Willing and able to deal with people from a variety of backgrounds.
	Y
	

	An understanding of how students learn and the potential barriers to learning.
	Y
	

	Willing and able to participate in further training for this post.
	Y
	

	Willing to take part in an ongoing process of personal development and review
	Y
	

	Willing and able to deal with disruptive students, e.g. on truancy patrols, aggressive behaviour etc
	Y
	

	Ability to analyse and interpret school data 
	Y
	

	Excellent leadership and communication skills 
	Y
	

	Experience with alternative provision or behaviour systems 
	
	Y

	Experience of managing a budget
	
	Y




	C  Professional Knowledge and Skills 
	Essential 
	Desirable

	Must satisfy relevant pre-employment checks
	Y
	

	Excellent planning and organisation skills 
	Y
	



	D. Personal Attributes 
	Essential 
	Desirable

	Willingness to support Catholic life in schools 
	Y
	

	Emotional resilience 
	Y
	

	Ability to self-evaluate and reflect 
	Y
	

	Able to adapt to changing circumstances and new ideas 
	Y
	

	Attention to detail 
	Y
	

	Ability to be respectful and promote equality of opportunity and diversity 
	Y
	


 
	E. Safeguarding & Equality
	Essential 
	Desirable

	Understanding of responsibilities of the Trust and schools in ensuring compliance with all relevant legislation 
	Y
	

	Must be able to recognise discrimination in its many forms and willing to put the School’s equality policies into practice.
	Y
	

	Aware of equal opportunities in relation to this role
	Y
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St. Peter's Catholic Primary School, Hinckley
A hundred years of excellence in education
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