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Inclusion Co-ordinator:  Job Description
	Post title: Inclusion Co-ordinator 
Salary: Main Scale 5 to Upper Pay Scale 3 ( £34,100  to  £41,604)   + TLR 2
Responsible to: Headteacher
All teachers are subject to the Conditions of Employment set out annually in the School Teachers’ Pay and Conditions Document. These detail the professional and particular duties required of teachers, together with requirements for management time, working time, guaranteed planning and preparation time. The School complies with these requirements in order to make reasonable demands of teachers.

 Additionally, STPCD requires all teachers to be involved in:

· advising and co-operating with the Headteacher and other teachers on the preparation and development of the curriculum, resources, methods of teaching and assessment and pastoral arrangements;
· taking part in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the School as may be required;
· co-ordinating or managing the work of other staff.
The Inclusion Co-ordinator must be able to lead through exceptional practice, to monitor, evaluate and improve the quality of the inclusive practice throughout the School.
In addition the post holder will lead the Special Support Centre at the School which caters for 8fte children who have complex needs including speech and language delay/disorder (see attached information).

Function or Purpose

· Ensure that parents are fully involved through close partnership working.
· Provide specialist support to enable children with Special Educational Needs, English as an Additional Language, those from Ethnic Minority groups or who are Gifted and Talented to be fully included in the Nursery School and Centre.
· Work closely with the Headteacher and the Leadership Team in the strategic development of the School’s Inclusion Policy and oversee the day to day operation of that Policy with the aim of raising the attainment of children with additional educational needs.
· As part of the Leadership Team, ensure that the legal requirements of the SENCO role are carried out effectively.
· Ensure that parents have accessible information on the Local Offer.
· Liaise with external professionals in support of children with SEND.




	This post has Teaching and Learning responsibilities, which require teachers to comply with the following factors (in bold type). These are clarified to assist the post holder in discharging his/her accountabilities.

Focus on teaching and learning

Exercise professional skills and judgement

The first two factors provide an overview of the nature of all TLR posts

They include:
· the strategic direction and development of Inclusive  provision in the School (with the support of, and under the direction of the Headteacher and Leadership Team);
· ensure that the team’s practice reflects consistently the School’s policy: monitor and evaluate the impact against the identified success criteria and update policy documentation and the strategic development plan as necessary.

Accountability for leading, managing and developing inclusive practice across the curriculum.


Working with other staff  in the School, the post holder will:
· identify relevant School improvement issues;
· define and agree appropriate improvement targets;
· work in collaboration with the leadership team to ensure staff receive targeted training opportunities based on identified need: support staff directly to secure high quality teaching and the effective use of resources;
· evaluate the impact of all improvement activities on the quality of teaching and learning;
· provide the Headteacher (or other management post holders/governors) with relevant  curriculum area or child performance information;
· consider the range of teaching strategies/resources that could be utilised for children with particular needs.
Impact on educational progress 


Working with other staff the post holder will:

· identify appropriate attainment and/or achievement targets; 

· monitor children’s standards and achievement;

· monitor planning, curriculum coverage and learning outcomes for children with additional needs;

· monitor standards of children’s behaviour; 

· lead evaluation strategies to contribute to overall School self evaluation;

· plan and implement strategies where improvement needs are identified;

· ensure that relevant attainment / achievement targets are met;
· support the identification of and disseminate the most effective teaching approaches for children with additional needs. 



	Leading, developing and enhancing the teaching practice of others


Working with other staff the post holder will:
· maintain personal expertise and share this with others;

· act as a role model of good classroom practice for others, modelling effective strategies with them;

· monitor and evaluate standards of teaching, identifying areas for improvement;

· plan and implement strategies to improve teaching where needs are identified;

· provide professional guidance to staff to secure good teaching for children with additional needs through both written guidance and meetings;

· provide advice and support staff including inducting, supporting and monitoring new staff; 

· act as a performance management team leader for identified staff;
· evaluate relevant assessment information for individuals, groups or cohorts;
· ensure that those children who are entitled to Pupil Premium are well supported in the School and the monitoring strategies are robust.
Other specific responsibilities:

· working in close partnership with children’s parents/carers, in the home as well as in the School;

· working effectively in a team with other staff members (teachers, nursery nurses, teaching assistants, extended services staff);

· observing, assessing, recording and reporting on the development of children;

· ensuring that the teaching and learning environment is relevant to the children’s educational needs;
· ensuring consistent strategies are used to promote positive behaviour among the children and caring for their and safety and wellbeing;
· periodically review personal teaching methods and curriculum content and participate in further professional training and development;
· support students during their practice in the School and monitor their development;
· ensure that safeguarding procedures are used vigilantly and promote the welfare of children;
· work closely with ‘linked Key Workers’ and support as necessary.



Bognor Regis Nursery School 
Person Specification: Inclusion Coordinator
	Personal Attributes required

(on the basis of the job outline)
	Essential (E)
or

Desirable (D)
	To be identified by:

application form / interview / reference 

	Qualifications and training

· Qualified Teacher status
· Evidence of continuous participation in
       in-service development and a commitment to
       further professional development
· Either already have or be willing to undertake the accredited SENCO qualification

· Have a qualification for assessing and teaching of children with specific learning difficulties

	E

E

E
D
	Application Form

Application Form/Reference/Interview

Application Form/Reference/Interview

Application Form/Reference/Interview



	Professional Values

The Inclusion Coordinator will have the ability to: 

· establish and maintain excellent professional relationships with young children, parents and colleagues 

· set high expectations of all children and be committed to raising educational achievement 

· adopt a flexible approach to working maintain confidentiality
	E

	Application Form/Reference/Interview



	Experience
· Five years’ experience of working with children 3-5

· Some management/leadership experience

· Working within Early Years Foundation Stage Framework

· Joint working with other agencies and professionals

· Working in close partnership with parents and careers
· Experience of setting targets and monitoring, evaluating and recording the progress of young children
	E

E

E

E

E

E
	Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview



	Knowledge and Understanding:

· Child development 3-5

· Child development 0-3

· The statutory requirements of legislation concerning Safeguarding, including Child Protection and Safeguarding, Equal Opportunities, Health & Safety and SEN

· The theory and practice of providing effectively for the individual needs of all children (e.g. classroom organisation and learning strategies)

· The SEND Code of Conduct and its practical application strategies for meeting the needs of young children
· Effective behaviour management techniques for groups and individual children

· Planning and implementing an effective teaching programme and Individual Education Plans, including the monitoring, assessment, recording and reporting of children’s progress

· The positive links necessary between School, a child’s home and external agencies 

· Effective teaching and learning styles 

· How to establish an effective rapport with children which is based on respect, high expectations and establish a purposeful learning environment where all children feel secure and confident 

· How to use ICT effectively as an integral part of teaching and learning


	E

D

E

E

E

E

E

E

E

E

D


	Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview



	Skills:

· Promote the School/Centre’s aims positively, and use effective strategies to enhance motivation and morale 

· Establish and develop a sound professional relationship with all children

· Demonstrate excellent teaching and learning skills and be able to create a positive, challenging and effective learning environment 

· Organise and sustain systematic support from a variety of providers for a range of SEND 

· Manage the coordination of teaching assistants in support of children with Additional Needs

· Advise and motivate teaching staff with SEND initiatives 

· Present clearly a wide range of specialised information to both educationalists and non-educationalists

· Make consistent judgements based on careful analysis of available evidence 

· Develop excellent professional relationships within a team 

· Establish and develop appropriate relationships with parents, governors and the community 

· Present and communicate effectively to a variety of audiences 

· Develop policy


	E

E

E

E

E

E

E

E

E

E

E

E


	Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview
Application Form/ Reference/ Interview

	Personal Characteristics:

· The ability to address challenging issues with clarity of purpose and diplomacy 
· Excellent inter-personal skills

· The Inclusion Coordinator should also be:
· knowledgeable and highly competent

· approachable and empathetic 
· creative and enthusiastic 
· organised and resourceful 
· intelligent and reflective 
· committed
	E

E

E
	Application Form/ Reference/ Interview

Application Form/ Reference/ Interview

Application Form/ Reference/ Interview



	Other
· Committed to inclusive practice and providing quality of opportunities to all adults and children

· Willingness to undertake training and a commitment to the personal development of self and other staff
	E

E


	Application Form/ Reference/ Interview

Application Form/ Reference/ Interview




