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Job Description           
 
Post:   Inclusion Leader 
 
Pay range:  Grade 9 
 
Responsible to: Inclusion Manager 
 
Responsible for: Inclusion Support Assistant 
 
Prime Objectives of the Post 
 
The postholder is responsible for the effective day to day function of the Inclusion Unit and to 
be responsible for the co-ordination of work activities for students in the Inclusion Unit. To 
support other members of the Inclusion Unit on meeting the needs of the most vulnerable 
students in school.  To support the School’s nurturing model in ensuring that all staff within the 
Unit display high levels of patience and experience in developing productive working 
relationships with both students and colleagues.  
 
Main duties and responsibilities  
 
Management  
 

1. To be responsible for the daily management of activities in supporting students 
ensuring a purposeful, orderly and productive working environment. 

 
2. To ensure that all students have equal access to opportunities to learn and develop. 

 
3. To support in the development of strategies/interventions to improve the 

management of behaviour, attendance and achievement across the Unit.   
 

4. To ensure that parents are kept well informed about the targets and individual 
student progress and achievements 

 
5. To be responsible for inputting information and data on behaviour and attendance, 

producing analysis and reports for the Inclusion Manager. 
 

6. To undertake administrative support as required. 
 
Student support  
 

1. To undertake a range of teaching activities with a small group of pupils whose  
2. To use a range of techniques to present learning tasks and curriculum content in a 

clear and stimulating manner in order to maintain pupils’ interest and motivation. 
3. To plan, devise and extend appropriate educational activities. This will require 

having an understanding of aims, content, teaching strategies and intended 
outcomes of lessons.  
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4. To work to identify and respond appropriately to individual differences between 
pupils so that demanding expectations may be set for all and to contribute to 
decisions about the most appropriate learning goals and strategies 

 
5. To work with closely with colleagues to promote a positive ethos and learning culture 

which reflects the vision of inclusion at Westborough and disseminates good practice. 
 

6. To work constructively with the families of students who are at risk of fixed term or 
permanent exclusion, putting into place agreed pastoral support plans to help modify 
behaviour and meet need.  

 
7. To produce and deliver accredited schemes of work /lessons plans to targeted groups 

both in and out of lessons. 
 

8. To undertake marking of student work as required and accurately record 
achievement/progress. 

 
9. To support student access to learning using appropriate strategies and therapeutic 

approaches. 
 

10. To work closely with other relevant staff in planning, evaluating and adjusting learning 
activities as appropriate for students if required.  
 

11. To monitor and evaluate students’ responses and progress against action plans 
through observation and planned recording. 
 

12. To provide objective and accurate feedback and reports as required to other staff on 
student achievement, progress and other matters, ensuring the availability of 
appropriate evidence. 
 

13. To record all interventions and contact on CPOMS, Class Charts and SIMS as 
appropriate. 

 
14. To contribute to the development and implementation of individual My Support Plans 

(MSPs), Education and Health Care Plans (EHCPs) and Single Point Referral 
applications (SPRs). 

 
15. To plan and contribute to enrichment activities in order to provide further opportunities 

for students’ social and cultural development. 
 

16. To source and support alternative curriculum provision for vulnerable learners 
including facilitating remote education as appropriate 

 
17. To co-ordinate specific behaviour strategies for individual students and oversight of 

referrals and provide advice and guidance to staff on how best to manage individual 
pupil behaviour. 

 
18. To contribute to multi agency meetings when appropriate. 

 
19. To liaise with the teachers to ensure that the support processes in place are aligned 

to meet the needs of the curriculum. 
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20. To provide a safe and secure environment that places value on the student and their 
activities. 

 
Line Management 
 

1. To manage the Inclusion Support Assistant. 
 

2. To support in the recruitment of Inclusion staff in line with school/employment 
procedures. 

 
3. To hold regular and minuted team meetings with managed staff. 

 
4. To undertake induction/appraisal/training/mentoring for staff. 

 
 
General 
 

1. To present a positive personal image, contributing to a welcoming school 
environment which supports equal opportunities for all. 

 
2. To further support the climate for learning, improve the school’s ethos and develop 

further the culture of achievement and high expectation. 
 

3. To contribute to the development, implementation and evaluation of the school’s 
policies, practices and procedures to support the school’s values, including the 
safeguarding and wellbeing of our students. 

 
4. To work as a team member and identify opportunities for working with colleagues 

and sharing the development of effective practice with them. 
 

5. To attend and participate in team meetings and fully participate in CPD activities. 
 

6. Develop effective/constructive relationships with schools, partners, and other 
agencies. 

 
7. To undertake such other duties and responsibilities as may be reasonably 

requested by the Headteacher and senior leadership team. 


