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St George Catholic College

      Job Description for Inclusion Hub Manager

As a Catholic school, senior leaders work in partnership with the Headteacher and Governors to realise the educational mission of the Church. This is reflected in the school’s vision statement, Self-Evaluation Form (SEF), and College Development Plan.

Our vision is for all students to leave Saint George confident, capable, and prepared for adulthood. We aim to empower students through high aspirations, strong independence, and a deep sense of belonging. We are committed to ensuring that all students thrive, contribute and achieve their goals. Targeted adaptations, reasonable adjustments, and structured interventions enable all pupils to make progress within a diverse and ambitious curriculum.

The post holder will contribute to the ethos, leadership, and development of the school.

Reporting to: Line Manager

Duties and Responsibilities

• Triage, support, and facilitate the learning of students attending the Inclusion Hub.

• Lead the day-to-day operation of the Inclusion Hub through effective planning, organisation and management.

• Promote and implement effective strategies to support students with behavioural, social, emotional, mental health (SEMH) and communication needs.

• Remove barriers to attendance and learning through practical, logistical, communication and emotional support.

• Develop, implement and record on Provision Map targeted intervention strategies to support student wellbeing and academic progress.

• Work collaboratively within the Inclusion Team, including Pastoral, SEND, and Safeguarding teams, to support students at risk of suspension or exclusion.

• Implement and uphold the school’s behaviour and inclusion policies within the Inclusion Hub.

• Provide targeted intervention and support as directed by the Headteacher or Line Manager.

• Facilitate and monitor learning within the Inclusion Hub, contributing to curriculum development where appropriate.

• Maintain accurate records, including student progress data and pupil passports using Provision Map.

• Support the integration of in-year admissions into the school community.

• Contribute to the transition of students with additional needs from primary schools and into post-16 provision.

• Assist in the coordination and monitoring of students accessing St George as part of an off-site direction.

• Liaise with external agencies, including making referrals and coordinating visits.

• Research and develop links with alternative provisions and external support services.

• Ensure safeguarding, child protection, and health and safety policies are implemented effectively within the Inclusion Hub.

• Work with the Senior Leadership Team to strengthen inclusive practice and behaviour support across the school.

• Maintain effective communication with a range of external professionals and agencies.

• Actively promote and uphold the school’s ethos and values.

• Serve as a positive role model for staff and students.

• Attend meetings, training, INSET and whole-school events as required.

• Contribute to staff meetings and professional development, identifying areas for personal growth.

• Take responsibility for safeguarding and promoting the welfare of children, maintaining appropriate confidentiality.

• Comply with health and safety requirements in line with school policy.

• Undertake additional duties as directed by senior leaders, including the Senior Assistant Headteacher for Inclusion, SENCo, Deputy Headteacher and Headteacher.

All staff are expected to support the school’s aims and values, adhere to policies and procedures, and reinforce these with students, parents, and stakeholders. This role is subject to the general duties outlined in the Conditions of Employment.

The school is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment. This post is subject to an enhanced DBS check.
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