
 

Job details 
Reporting to: Head of School 
Responsible for: SEN Class Teachers, SEN Teaching Assistants 

Main purpose 
The Inclusion Support Coordinator, under the direction of the Head of School, will: 

• Determine the strategic development of Additional Needs and Inclusion policy and provision in 
the school(s) 

• Be responsible for day-to-day operation of the Additional Needs and Inclusion policy and co-
ordination of specific provision to support individual pupils with additional needs or a disability 

• Provide professional guidance to colleagues, working closely with staff, parents and carers, and 
other agencies 

The Inclusion Support Coordinator will be expected to fulfil the responsibilities as set out in the Anfield 
contract. 
While the Inclusion Support Coordinator will have responsibility for the oversight of provision for pupils 
with additional needs or a disability, class teachers will hold responsibility for the day-to-day education 
and support of pupils within their classroom. 

Duties and responsibilities 
Strategic development of Additional Needs and Inclusion policy and provision 

• Have a strategic overview of provision for pupils with additional needs or a disability across the 
school, monitoring and reviewing the quality of provision 

• Contribute to school self-evaluation, particularly with respect to provision for pupils with 
additional needs or a disability 

• Make sure the Additional needs and Inclusion policy is put into practice and its objectives are 
reflected in the school development plan  

• Maintain up-to-date knowledge of national (UK) and local (Hong Kong) initiatives that may 
affect the school’s policy and practice 

• Evaluate whether funding is being used effectively, and suggest changes to make use of funding 
more effective 

Operation of the Additional Needs and Inclusion policy and co-ordination of provision 
• Maintain an accurate SEND and Medical Needs register and provision map 
• Provide guidance to colleagues on teaching pupils with additional needs or a disability, and 

advise on the graduated approach to this support 
• Advise on the use of the school’s budget and other resources to meet pupils’ needs effectively, 

including staff deployment 
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Anfield School 
Anfield International Kindergarten 
Anfield St. Bosco Koon Ying School 
Anfield International Kindergarten and Nursery 

Job Description: Inclusion Support Coordinator (ISC) 



• Be aware of the provision in Hong Kong and the suitability of this for students (particularly 
moving from kindergarten to primary and primary to secondary) 

• Work with early years providers, other schools, educational psychologists, health and social care 
professionals and other external agencies 

• Be a key point of contact for external agencies 
• Analyse assessment data for pupils with additional needs or a disability 
• Implement and lead intervention groups for pupils with additional, and evaluate their 

effectiveness 

Support for pupils with Additional Needs or those requiring additional support 
• Assist with identifying a pupil’s additional needs  
• Co-ordinate provision that meets the pupil’s needs, and monitor its effectiveness 
• Secure relevant services for the pupil 
• Ensure records are maintained and kept up to date 
• Review the Individual Health Care plans (IHCP) with parents or carers, pupils and staff 
• Communicate regularly with parents/carers 
• Ensure if the pupil transfers to another school within Anfield, that all relevant information is 

conveyed to that school, and support a smooth transition for the pupil 
• Ensure if the pupil transfers to another school outside of Anfield, that only relevant information 

permitted by parents is conveyed to that school 
• Promote the pupil’s inclusion in the school community and access to the curriculum, facilities 

and extra-curricular activities 
• Support staff in formulating IEP targets/Pupil Profiles and reviewing these regularly  
• Organise annual Team Around the Child meetings for pupils with additional needs and ensure 

all relevant parties are able to contribute  
• Monitor the quality of adaptive teaching taking place in classrooms by establishing effective 

systems to identify and meet the needs of students 

Leadership and management 
• Work with the Head of School and Board of Governors to ensure the school meets its 

responsibilities in terms of reasonable adjustments and access arrangements for students with 
additional needs 

• Prepare and review information for the Board of Governors termly report 
• Contribute to the SDP and whole-school policy 
• Identify training needs for staff and how to meet these needs 
• Lead PD training for staff 
• Share procedural information, such as the school’s Additional Needs and Inclusion policy 
• Promote an ethos and culture that supports the school’s Additional Needs and Inclusion policy 

and promotes good outcomes for pupils with additional needs or a disability 
• Lead and manage class teachers and teaching assistants (TAs) working with pupils who require 

additional support or who have specific learning needs 
• Lead staff appraisals and produce appraisal reports 
• Review staff performance on an ongoing basis 
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Safeguarding 
• Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, 

Prevent, Hong Kong Mandatory Reporting Ordinance) and our safeguarding and child protection 
policies  

• Liaise and collaborate with the designated safeguarding lead (DSL) on matters of safeguarding 
and welfare for all pupils, but particularly for those with additional needs 

• Remain alert to the fact that pupils with additional needs may be more vulnerable to 
safeguarding challenges 

Other areas of responsibility  
• To take appropriate responsibility for one’s own health, safety and welfare as well as the health 

and safety of pupils, visitors and colleagues in accordance with the requirements of UK and HK 
legislation and school policies.  

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a 
comprehensive list of all tasks that the Inclusion Support Coordinator will carry out. The post holder 
may be required to do other duties appropriate to the level of the role, as directed by the Head of 
School or line manager. 

This job description may be amended at any time in consultation with the post holder. 
  
Anfield is committed to safeguarding and promoting the welfare of children/young people and expects 
all staff  and volunteers to share this commitment. Appointment to the post is subject to an enhanced 
DBS in UK/overseas equivalent and Hong Kong Sexual Convictions Record Check (SCRC) on arrival in 
Hong Kong. 

Last review date: Nov 2025 
Next review date: October 2026 
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