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GLF Schools - Job Description for Inclusion Officer

	Job Title
	Inclusion Officer
	Job Reference
	GLF

	Location
	Highdown School & Sixth Form Centre
	Travel Required
	No

	Core purpose

	To support the work of the Assistant Headteacher (Inclusion) and Inclusion Manager within the Inclusion Department.

	Key accountabilities

	
Improving attendance:
· Oversee and monitor interventions and support for students who are presenting with EBSA 
· Oversee and monitor interventions and support for students who are persistently absent from school 
· Work with individual students and their parents/carers to understand barriers to attendance and design in-school support packages to encourage improved attendance 
· Liaise with relevant staff and external agencies, when necessary, to ensure the most appropriate support is in place to address persistent absence. 
· Use data to identify and respond to trends/patterns of absence, and work with relevant colleagues to support with early intervention. 
· Keep accurate records of all support and intervention offered/provided.

Key Worker for vulnerable students (case load):
· With direction from the Inclusion Manager/Deputy DSL, hold a caseload of vulnerable students, providing 1:1 support in school as required, and feed into the relevant teams within school to access any greater levels of support required. 
· Ensure support plans/passports for these students are updated and reflect current need.
· Keep accurate records of the support provided. 

PSHCE Champion 
· Identify training needs for staff delivering this programme and lead on staff professional development through a calendar of training linked to the schemes of work. 
· Work alongside the Heads of Achievement to review and develop the current programme to ensure it reflects and responds to current contextual safeguarding. 
· Identify opportunities to enhance the PSHCE offer, including but not limited to, support and input from external agencies/alternative delivery styles/new resources.
· Consider and respond to any year group or cohort needs related to the PSHCE/RSE programme and how these might be met, possibly through small group programmes. 
· Re-establish and oversee ID+ Club or consider suitable alternatives for this provision in school. 




	Other

	
· Any other duties as directed by SLT

	Accountability

	
· Accountable to the Assistant Headteacher (Inclusion)/Headteacher
· GLF Schools expects its employees to work flexibly with the framework of the duties and responsibili- ties above. This means that the post holder may be expected to carry out work that is not specified in the job profile but which is within the remit of the duties and responsibilities.

	Collaborative working

	GLF Schools promotes a cross-cluster collaborative approach, allowing colleagues to share expertise and experience, ensuring all children in our schools receive an excellent education and reach their potential. Through this cluster model, GLF Schools is committed to providing opportunities for professional development and career progression. 

	Safeguarding

	
GLF Schools is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. The successful candidate will have to meet the person specification and will be required to apply for a DBS disclosure. We particularly welcome applicants from under- represented groups including those based on ethnicity, gender, transgender, age, disability, sexual orientation, or religion.
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