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POST TITLE:  Lead Inclusion Officer  
POST NO:  
GRADE:  9   
DIVISION: 
DIRECTORATE:   
 
ACCOUNTABLE TO:  Headteacher / Assistant Headteacher 
 
 
PURPOSE OF THE JOB 
 
To remove barriers to pupils’ learning of inappropriate behaviour and of poor attendance and 
punctuality by providing pupils with effective support and guidance so that their learning and 
that of others is enhanced by high standards in these areas. To work effectively with parents 
and a range of agencies to achieve the same. To manage the Inclusion team, in particular 
within our alternative provision, Arbor Lodge and ensure that they fulfil their duties. To be 
highly effective member of the DSL team, liaising with the Lead DSL as required and ensuring 
accurate safeguarding records are maintained. 
 

 
KEY ACCOUNTABILITIES 
 
Day to Day Accountabilities  

1. Investigating all pupil behaviour issues that arise and coming to an effective outcome 
which makes appropriate use of all school policies and procedures, including use of 
regards and sanctions and liaison with relevant staff, agencies and parents.  

2. Organising and overseeing internal exclusions. 
3. Attending and making necessary preparations for Inclusion meetings and taking 

appropriate follow up action.  
4. Maintaining appropriate Pupil Behaviour Records.  
5. Preparing drafts on written communications with parents and outside agencies. 
6. Providing effective support and guidance for all pupils with particular emotional and 

vulnerable needs.  
7. Providing effective support and guidance in order to maintain high standards in the 

wearing of pupil uniform and in respect of school policies or other aspects of pupil 
appearance (e.g. jewellery and hairstyles)  

8. Making full use of the capability of the SIMS pupil information system (behaviour, 
attendance, mentoring, and assessment data).  

9. Attending all meetings that are commensurate with the role. 
10. Analysing records of pupil behaviour and utilising results effectively.  
11. Maintaining accurate records of pupil behaviour, attendance and punctuality and 

analysing this information to coordinate the appropriate award of rewards.  
12. In collaboration with the Attendance team, providing ‘same day’ follow-up telephone 

calls notifying parents/carers and securing the reason(s) for pupils’ non-attendance or 
poor punctuality. Act on information provided by the Attendance team 

13. Providing effective mentoring (one to one) and small group monitoring support and 
incentives for improving emotional wellbeing.  

14. Liaise effectively with the senior leadership team who have lead responsibility for 
attendance, punctuality and behaviour.  
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15. Making use of all school policies and procedures in order to achieve and maintain high 
standards of attendance and punctuality.  

16. Providing daily monitoring and appropriate follow up of pupils’ poor punctuality, 
coordinating and hosting attendance clinics and organising attendance audits in liaison 
with the Attendance Team. 

17. Provide restorative practise for all pupils and staff. 
18. Assessment of emotional or social difficulties attributing to poor behaviour, punctuality 

or attendance and planning effective interventions in liaison with the Inclusion Team.  
19. Making judgements regarding when to refer students to external agencies for 

counselling or more specialised intervention as appropriate.  
20. Deciding on appropriate support and advice for individual students according to their 

specific circumstances or difficulties experienced.  
21. Determining appropriate types, level and criteria for the award of rewards and 

sanctions.  
22. Determining strategies for encouraging appropriate behaviour and improving 

punctuality and attendance including the most hard to reach within our alternative 
provision. 

 
Main Contacts – external/internal customer contacts and purpose  

1. Pupils (daily) – to assess social and emotional needs, behavioural difficulties and 
attendance and punctuality 

2. Teachers (regular) and support staff – to liaise over individual pupils  
3. Parents – to arrange meetings in school and home visits to discuss pupil’s behaviour, 

attendance and punctuality  
4. External agencies (Education Welfare, Social Services, pastoral team, Careers Officer 

etc.)  
5. Colleges and universities and vice versa to arrange visits and events. 
6. Coordinate managed moves and liaise with Pupil Referral Units. 
7. Leadership Team (weekly) through line management to discuss a strategic over view of 

all key students. 
 
Role requirements for operational effectiveness.  

1. Knowledge and understanding of the problems and issues families/parents face which 
affect behaviour, attendance and punctuality, particularly of those pupils with 
challenging behaviour(s)  

2. Knowledge of child development and SEN  
3. Experience of working with children and young persons  
4. Excellent communication skills which enable positive resolutions of difficult situations  
5. Ability to listen effectively  
6. High level of self-motivation and the ability to work on own initiative  
7. Ability to work as part of a team and to establish good working relationships  
8. Experience of working with key agencies to resolve situations  
9. Extensive knowledge of child protection / safeguarding procedures  
10. To produce and lead on interventions and curriculum planning for our alternative 

provision. 

 
OTHER DUTIES 
 
The post holder may be expected to carry out duties other than those given in the job description 
where the level of responsibility is similar and he/she has appropriate qualifications or receives 
appropriate training to carry out these duties. 
 


