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Inclusion Manager
Job Description
Job details:		

Salary:	Grade 4, Point 12 (£29,540 pro-rata)

Contract:		Permanent.  Full time (37 hours) 

Responsible to:	Assistant Headteacher – Behaviour and Rewards

Responsible for:	The provision of a full learning experience and support for all pupils

Working time:		39 weeks per year

Purpose

Bungay High School is committed to safeguarding and promoting the welfare of children and young people in our school and expects all staff and volunteers to share this commitment. 

We are seeking to appoint an experienced Inclusion Manager who is ideally Thrive or ELSA trained, who will provide a specialist service within the wider student support team, with the focus on those pupils who require additional support in accessing the school curriculum and attending school. This will involve assisting with regulation of pupils, managing our school Inclusion Centre and supporting pupils there. 

The successful candidate will take the lead in ensuring pastoral interventions for students are implemented and appropriate systems are used to track, monitor and evaluate student progress, especially for vulnerable students. 

We are looking to appoint a welcoming, professional and experienced person to fulfil this important role. Experience working in a school environment is desirable. We wish to appoint someone who: 

· has a positive outlook and a good work ethic 
· will contribute to the school ethos, values and mission statement 
· will communicate effectively and calmly with parents, pupils, visitors and staff 
· remains calm and positive under pressure 
· can work with minimum supervision and as part of a team 
· has excellent organisational skills 
· is able to work with and motivate pupils who struggle to access school curriculum and environment, helping them to over any barriers to learning 

Main (Core) duties

Support for pupils
· Establish strong working relationships with pupils, acting as a role model
· Listening and helping pupils resolve a range of issues that create barriers to learning
· Implement strategies and support pupils with self-esteem and confidence building activities
· Run the Inclusion Room 
· Set up agreed action plans with pupils
· Provide information and advice to enable pupils to make choices about their own learning behaviour
· Support students with specific behaviour plans and monitoring reports
· Contribute to the review of behaviour plans with pupils
· Work with pupils on an individual or group basis to contribute to more effective learning through improved behaviour and social skills
· Support pupils access to learning taking account their ability and interests
· Receive and supervise pupils removed from the classroom or otherwise not working to the usual timetable
· Provide support for extremely anxious or distressed pupils

Support for the parent
· Meet parents to discuss issues and problems
· Make suggestions to parents and providing advice regarding useful strategies 
· Communicate with parents to facilitate effective support programmes for pupils
· Help keep parents and carers informed of their child’s behaviour and build positive relationships with parents and carers

Support for the school
· Support the assessment of pupils to determine those in need of particular help and support
· Undertake observations and keep records with regard to behaviour which inform planning and are communicated to staff
· Monitoring behaviour at key points of the day e.g. breaktime, lunchtime
· Ensuring there is continuity with regard to behaviour management across the school
· Attend and contribute to meetings if required by the Headteacher
· Network with other agencies as appropriate
· Attend and participate in relevant training in order to keep up to date with possible sources of support and strategies for working with pupils
· Provide appropriate guidance and training to teaching and non-teaching staff with regards to behaviour management
· Provide support to colleagues devising strategies at appropriate times for the inclusion of students exhibiting challenging behaviours
· Respond to “emergencies” offering support when required
· Lead and manage the Inclusion Room

Student Development and progress

· To support the Director of Key Stage to monitor and support the overall progress and development of students within the Year group
· To assist in the implementation of the behaviour management system in the Year group so that effective learning can take place
· To refer and liaise with internal and external student support agencies e.g. Behaviour Manager, Assistant Head of Year, school counsellor, the school information and support worker, the youth offending team, social care services, CAHMS etc
· To ensure all pupils are able to access a fully inclusive curriculum at the school, and have opportunities to demonstrate student leadership and involvement in extra-curricular activities
· To identify barriers to their learning and work with parents, staff and the pupil to overcome these.
· Work with the Behaviour Manager to report on weekly trends in behaviour and subsequent actions at the Pastoral Team meeting.
· Liaison with external agencies and/or internal colleagues to ensure there is effective support for pupils in the year group, in particular mental health and wellbeing

Curriculum Provision

· To liaise with the Heads of Department to ensure the delivery of an appropriate, comprehensive, high quality and cost-effective curriculum programme which complements the school’s strategic objectives when out of circulation (either working in the PARC or the Inclusion Room)
· To ensure students access a provision that is suitable for their needs, either on or off the main school site, especially during a suspension or exclusion.

Quality Assurance

· To ensure the effective operation of quality assurance systems as part of the monitoring system at the school
· To support the Director of Key Stage in the process of the setting of targets within the Year group and to work towards their achievement
· To help establish common standards of practice within the Year group and develop the effectiveness of teaching and learning styles
· To implement school quality procedures and to ensure adherence to these standards
· To seek/implement modification and improvement where required 




Management Information

· To ensure the maintenance of accurate and up-to-date information concerning the on the management information system (SIMS)
· To assist the Director of Key Stage in the use of analysis and evaluation of performance data 
· To help produce reports within the quality assurance cycle

Communications

· To ensure effective and appropriate communications as appropriate with the parents, colleagues and other agencies
· To liaise with partner schools, higher education, industry, examination boards, awarding bodies and other relevant external bodies when required

Marketing and Liaison

· To contribute to the school liaison and marketing activities e.g. the collection of material for press releases, the organisation of open days, in order to celebrate the success of the Year group
· To contribute to the development of effective collaborative links with partner schools and the community, attendance where necessary at liaison events in partner schools and the effective promotion of subjects at open days/evenings and other events in partner schools and the wider community
· To actively promote the development of effective collaborative links with external agencies

Management of Resources

· To assist the Director of Key Stage with any required physical resources
· To co-operate with other Year groups to ensure a sharing and effective usage of resources/experiences to the benefit of the school and the students

Additional Duties

· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example

Other Specific Duties

· To continue personal development
· To engage actively in the performance review process


General Information
· The job specification details the main outcomes required and should only be updated to reflect major changes that impact on the outcomes for the job.  
· All work performed/duties undertaken must be carried out in accordance with relevant school policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve.  
· Post holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.

Review
This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post-holder. It is not a comprehensive statement of procedures and tasks but sets out the mean expectations of the school in relation to the post-holder’s professional responsibilities and duties.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Information about the School
Bungay High School Academy is a thriving and successful school situated in a pleasant rural area. We are 20 miles from Norwich and 15 miles from the delightful heritage coast. We have fantastic students, great staff and a commitment to success for all. We have an excellent CPD programme and are committed to staff development.

Our values, which underpin every decision we take and the systems we use, are demonstrated in The Bungay Way, underpinned by our character virtues of RESPECT, RESILIENCE, REFLECTIVENESS and RESPONSIBIITY. We have a comprehensive student character-building programme, through which we are working towards the nationally recognised Character Quality Mark.








Person Specification
Key: E = Essential, D = Desirable 

	CRITERIA
	QUALITIES
	KEY

	Experience
	· Previous Pastoral experience
· Previous experience working in a school environment or with young people
· ELSA Trained
· Thrive Trained
· Involvement in supporting pupils with mental health and pastoral needs
· Demonstrable experience of working with parents to overcome barriers and support the whole child

	E
E

D
D
E

E



	Skills and knowledge
	· Data analysis skills, and the ability to use data to set targets and identify weaknesses
· Effective communication and interpersonal skills
· Ability to build effective working relationships
· The ability to manager highly confidential information
· Understanding of Data Protection Regulations 
· Ability to organize your own workload and work under pressure
· Ability to maintain a high degree of confidentiality and to use discretion in dealing with sensitive information

	E

E
E
E
E
E
E


	Personal qualities
	· Commitment to uphold the 7 principles of public life (the Nolan principles) at all times
· A commitment to getting the best outcomes for all students and promoting the ethos and values of the Trust and the School
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality, ensuring that personal beliefs are not expressed in ways that exploit the position

	E

E

E

E
E




Notes:

· This job description may be amended at any time in consultation with the post holder.
· If you do not have all of the experience listed above but are interested in applying, please contact Mrs R Blake, Headteacher’s PA in the first instance.

Review Date: January 2026
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