
Job Description
Director of Inclusion

Job title: Director of Inclusion

Whole school area of
accountability:

Grade:

SENDCO responsibility for students with SEND and
English as an Additional Language.

Standard national scale in line with the current School
Teachers’ Pay and Conditions document plus TLR 1E

Responsible to: The Headteacher, members of Senior Leadership
Team (SLT) and the Governing Body

Supervisory responsibility: The postholder will be responsible for line managing
the HLTA, TA and Inclusion Administrator staff within
the Inclusion Team

Main purposes of the job:

● To support the headteacher and deputy headteacher in shaping the delivery of SEND
and EAL provision within the school.

● To develop and implement strategies to ensure that all students including those with
special educational needs, difficulties, disabilities and those with English as an Additional
Language have access to the full range of curriculum provision and educational
resources.

● To keep abreast of relevant national and local developments and advise SLT line
manager on relevant legislation and other matters, thus contributing to the strategic
development planning process.

● To assist the headteacher and governors in formulating appropriate provision and
development priorities, to ensure equal opportunities and the implementation of
identified personalised learning.

● To be responsible for promoting and safeguarding the welfare of children and young
people within the school.

● To be the designated SENDCO for the school.

Duties and responsibilities

In addition carrying out the duties of a class teacher as outlined in the current School Teachers’
Pay and Conditions Document, the post holder receives a TLR1E for the duties undertaken as
follows:
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Teaching and learning responsibility

● Maintain the SEND register and appropriate, updated records on all students with
identified special needs.

● Maintain the EAL register and appropriate, updated records on all students with English
as an Additional Language.

● Ensure effective communications with parents and contribute to in-service training for
teachers and support staff.

● Monitor and evaluate SEND and EAL provision and ensure strategies are adopted to
ensure high quality teaching and learning.

● Lead and advise curriculum leaders and their teams in the development of appropriate
strategies, methods and resources for differentiation for students with SEND and EAL.

● Ensure appropriate provision for linguistically diverse students.
● Attend relevant courses and meetings and disseminate information to the leadership

team and the wider staff.
● Monitor and evaluate the quality of learning and teaching in EAL and SEND and assist

teachers in writing and monitoring individual education plans (IEPs).
● Report at least annually to the governing board on performance relating to students’

progress and the school’s provision for SEND and EAL.
● Raise aspiration and achievement of students in line with agreed targets
● Effectively manage the budget and resources.
● Foster a positive image of the Department, within the school and beyond, to the wider

community.
● Contribute to the school’s strategies for raising achievement, especially for students

falling within the post holder’s remit, and
● Coordinate and provide appropriate learning opportunities for the students concerned.
● Liaise with, and manage the contribution of, external agencies, providers and workers,

including medical and social services
● Contribute to all aspects of middle leadership and management as part of the school’s

middle leadership team.
● Contribute, as required, to the development of whole school initiatives.
● Undertake similar duties commensurate with the level of the post as required by the

Headteacher.

Leadership and management

● Support and implement the vision and ethos of the school
● Contribute to, implement and evaluate the success of School Improvement Plan relevant

to your TLR area.
● Ensure that the work of the team/whole school (as relevant) is inclusive and issues are

addressed in curriculum and/or pastoral management.
● Ensure policies are translated into practice by the team and that you bring to the

attention of SLT any which may need revisions or amendments
● Together with SLT, lead on the school self evaluation process for your TLR area including

lesson observations, monitoring of school standards and bringing about improvement
● As appropriate contribute to the writing of self-evaluation and policy documents
● Manage effectively the transition of pupils to and from your phase and within it
● Promote cross curricular approaches to teaching and learning
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● Be a proactive and effective member of the senior/middle leadership team
● Be an effective role model for your team in terms of teaching, behaviour and classroom

management.

Monitoring and assessment
● Together with the senior leadership team (SLT) of the school, contribute to, monitor and

review the impact of teaching and pupil progress through the analysis of data, ensuring
the use of information for planning and target setting across your TLR area

● Monitor standards including recorded work as relevant to your TLR area across the
school including reviewing long and medium term planning

Manage resources
● Be responsible for the organisation, planning and evaluation of the school programmes

as relevant to your TLR area of responsibility
● Manage, monitor and accurately account for any budget for your area.
● Evaluate, organise and monitor the use of resources

Staff development
● Act as a reviewer with the arrangements for the appraisal of all identified staff
● Take a lead role in identifying group and/or individual training needs and provide support

for colleagues within your area of responsibility promoting a whole school approach
● Act as a role model, mentor or consultant to colleagues as appropriate and encourage

collaboration, cooperation and teamwork
● Ensure you keep up to date with current developments in your TLR area and disseminate

information as appropriate

Other
● To undertake the role of a teacher according to the current School Teachers' Pay and

Conditions Document, with responsibility for courses specific to the role e.g. iGCSE
English.

● To undertake the role of Form Tutor as required

Note
This job description is not your contract of employment, or any part of it. It has been prepared
only for the purpose of school organisation and may change either as your contract changes or
as the organisation of the school is changed. Nothing will be changed without consultation. This
document must not be altered once it has been signed but will be reviewed annually.
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Person Specification
Qualifications

Qualified teacher status or recognised equivalent.

Experience – show evidence of

● Experience of teaching across a variety of age ranges relevant to the post.
● Recent experience of successfully co-ordinating or leading a curriculum area.

Professional knowledge

● A clear understanding of the essential qualities necessary for improving the quality of learning
and teaching.

● In depth knowledge of the curriculum/area as relevant to the TLR role being applied for.
● Up to date knowledge of statutory regulations and guidance relating to the post.

Professional skills

Can demonstrate the ability to:

● Demonstrate consistently high quality teaching strategies.
● Support and motivate both colleagues and pupils by leading through example.
● Communicate effectively to a wide range of audiences (verbal, written, using ICT as

appropriate).
● Manage a team to successfully achieve agreed goals.
● Develop and deliver effective professional development for staff as appropriate.
● Be an effective team player who works collaboratively and effectively with others.
● Analyse data to evaluate this TLR area for the performance and achievement of pupil groups,

pupil progress and be able to plan appropriate course/s of action for improvement.
● Contribute effectively to the work of the headteacher and the senior leadership team.
● Deal successfully with situations that may include difficult situations and conflict resolution.

Commitment

Demonstrate a commitment to:

● equalities
● promoting the school’s vision and ethos
● high quality, stimulating learning environment
● relating positively to and showing respect for all members of the school and wider community
● ongoing relevant professional self-development
● safeguarding and child protection.
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