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Job Description

Job Title:		Inclusion Assistant			
Grade/Salary Scale:	Grade 5, SCP 6 – 11
			£25,183 - £27,269 FTE (£21,757 - £23,559 actual)
Hours:			36 hours per week, 39 weeks per year (term time + inset days)
Team:			Pastoral	

Reports to:		Head of Pastoral Care			

Job Purpose:
To play a key role within the Pastoral team, assisting Year Leaders to support students’ behaviour, attendance and welfare.

Critical Responsibilities
· To support Year Leaders as a point of contact for carers, families and other agencies, and be available to support the resolution of issues and concerns on the same day where possible.
· To support students to access and engage with the curriculum, and work with teachers to establish productive working relationships that promote an appropriate learning environment.
· To provide individual mentoring and behaviour support to students with a range of needs, including a focus on de-escalation strategies, conflict resolution and emotional regulation skills.
· To respond appropriately to any safeguarding issues or disclosures, and record and refer the information to the Safeguarding Officer following school policy.
· To support the collation of timely and detailed information on the progress and presentation of the CP/CiN cohorts using the agreed format.
· To support behaviour interventions and mentoring with students who are struggling to meet school expectations.
· To support the behaviour stages policy through meetings with parents and referrals to other agencies as required.
· To maintain accurate records within behaviour files and support the gathering of evidence of a graduated, multi-agency approach to behaviour in line with school policy.
· To provide updates on behaviour files to the Head of Pastoral Care and Year Leaders on a regular basis.
· To support form tutors to develop a positive culture within their year group. 
· To support the operational pastoral support for year groups, identifying ‘hotspots’ and key transition points alongside Year Leaders and teaching staff.
· To support morning routines around uniform and equipment to ensure that students are ‘ready to learn’.
· To support a system of pastoral ‘pick ups’ at the end of the day for restorative justice with staff to resolve issues on a daily basis.
· To supervise students on visits, trips and out of school hours learning activities that fall within the remit and hours of the post, as required.
· To support the induction of new students as appropriate.
· To carry out break / lunch duties as required.



· To undertake any necessary professional development as identified with your Line Manager, taking full advantage of any relevant training and development available.
· To undergo appropriate training in order to develop skills for the post.
· To undertake first aid training to support the team.
· To contribute to the wider life of the school and support the delivery extracurricular activities.
· To promote and develop an aspirational ethos with students that reflects the school values and ‘Ambition and Excellence for All’.

Monitoring:	As specified by the Head of School and in accordance with the school’s Performance Management Policy for all staff.

Meeting attendance:		As reasonably directed.

Other:	Undertake such whole-school duties and perform other tasks commensurate with the post as reasonably requested by the Head of School.




























Person Specification
	Category
	Essential
	Desirable

	Qualifications
	· GCSE standard English is essential
· Numerate and Literate
· Ability to use ICT
	· A Levels or equivalent
· Further academic achievement

	Experience
	· Experience of working with young people
	· Experience of working in an education environment.

	Skills
	· Ability to relate well to children and adults
· Ability to work effectively as part of a team
· Good communication and interpersonal skills
· Good organisational skills
· Ability to work independently and demonstrate initiative
	· Evidence of effective partnership working.
· Successful use of ICT to enhance learning.



	Personal Attributes
	· Ability to take initiative, lead, motivate, inspire and support others to achieve excellence.
· Evidence of a personal and powerful commitment to continuous improvement and raising standards.
· A commitment to safeguarding and promoting the physical and emotional health and well-being of young people.
· Flexibility and adaptability.
· Effective time management.
· Ability to work and lead autonomously in line with the school vision.
· Energy, resilience, and the ability to perform well under pressure.
· Commitment to inclusive education.
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