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Job Title: Inclusion, Attendance and Family Support Manager
NJC Spine PO2 - Point 28 - 31
Job Purpose
The Inclusion, Attendance and Family Support Manager will lead and coordinate the school's pastoral inclusion provision, ensuring that all pupils, particularly vulnerable pupils, receive the support necessary to engage successfully in school, achieve positive outcomes and overcome barriers to learning.

The postholder will lead attendance, family support, Early Help, behavioural support, inclusion provision and multi-agency working. They will act as the school's lead professional for pastoral inclusion, attendance and family engagement, working closely with the Headteacher, SENDCO, safeguarding team and external agencies to ensure pupils and families receive timely and appropriate support.
The Inclusion, Attendance and Family Support Manager will champion inclusion across the school, promoting a culture where every child feels safe, valued, attends regularly and is able to achieve their full potential.
Major Tasks
Key Responsibilities
1. Strategic Leadership of Inclusion
· Lead the development and implementation of the school's pastoral inclusion strategy.
· Promote inclusive practices that remove barriers to attendance, participation, wellbeing and achievement.
· Act as the school's lead professional for pastoral inclusion.
· Contribute to school self-evaluation, improvement planning and policy development relating to inclusion.
· Monitor and evaluate the effectiveness of inclusion provision and recommend improvements.
· Ensure vulnerable pupils are effectively identified, monitored and supported.
· Contribute to school improvement planning 
· Report to governors and leaders on inclusion outcomes

2. Vulnerable Pupils
· Act as champion for vulnerable pupils across the school.
· Monitor provision and outcomes for:
· Children in Need (CiN)
· Child Protection pupils
· Young Carers
· Disadvantaged pupils
· Pupils experiencing social, emotional or mental health needs
· Pupils experiencing attendance difficulties
· Pupils at risk of exclusion
·  Children Looked After (CLA) and previously looked after children
· Ensure barriers to learning and participation are identified and addressed.
· Support staff in understanding and meeting the needs of vulnerable pupils.
· Maintain robust systems for monitoring pupil wellbeing, participation and progress.

3. Behaviour, Wellbeing and Reintegration
· Lead pastoral support for pupils experiencing behavioural, emotional or social difficulties.
· Coordinate targeted interventions to improve behaviour, engagement and wellbeing.
· Support staff in implementing behaviour support strategies.
· Develop reintegration plans for pupils returning from suspension, alternative provision or extended absence.
· Coordinate support for pupils at risk of exclusion.
· Promote restorative approaches and positive behaviour systems throughout the school.
· Support pupils experiencing crisis, transition or significant life events.

4. Behaviour Monitoring and Analysis
· Lead the strategic monitoring and analysis of behaviour incidents across the school, ensuring accurate recording and effective use of behaviour data.
· Monitor patterns and trends in behaviour, identifying pupils, groups, locations, times of day and activities where incidents are more prevalent.
· Analyse behaviour data to identify underlying causes of dysregulated behaviour and inform targeted intervention strategies.
· Oversee systems for recording behaviour incidents and ensure consistency and accuracy of staff reporting.
· Track the frequency, severity and nature of dysregulated behaviour, identifying emerging concerns and vulnerable pupils requiring additional support.
· Work closely with the SENDCO, safeguarding team and class teachers to identify links between behaviour, SEND, attendance, safeguarding concerns, trauma, adverse childhood experiences and social, emotional and mental health needs.
· Coordinate and monitor behaviour support plans, risk assessments and personalised strategies for pupils presenting with persistent or significant behavioural needs.
· Evaluate the effectiveness of interventions designed to reduce dysregulated behaviour and improve pupil engagement, wellbeing and inclusion.
· Provide coaching, guidance and training for staff on understanding, preventing and responding to dysregulated behaviour.
· Promote relational, restorative and trauma-informed approaches to behaviour management throughout the school.
· Produce regular behaviour analysis reports for senior leaders and governors, identifying trends, priorities and recommendations for school improvement.
· Monitor the use of suspensions, internal exclusions, reduced timetables and alternative provision placements, ensuring appropriate intervention and reintegration support are in place.
· Ensure pupils at risk of exclusion are identified early and supported through coordinated multi-agency planning and intervention.

5. SEMH Provision
· Lead the school's pastoral response to social, emotional and mental health needs.
· Coordinate support and interventions for identified pupils.
· Work with external professionals to secure appropriate support.
· Develop preventative approaches that promote resilience and emotional wellbeing.
· Support staff in recognising and responding to SEMH needs.
· Monitor the impact of SEMH interventions and report on outcomes.

6. Child Protection and Safeguarding Support
· Support the Designated Safeguarding Lead and Deputy DSLs in safeguarding vulnerable pupils, as a Deputy Safeguarding Lead.
· Attend and contribute to Child Protection, Child in Need and professional network meetings.
· Monitor and support vulnerable pupils who are subject to safeguarding plans.
· Maintain accurate records of pastoral and safeguarding-related interventions as required.
· Ensure information is shared appropriately and confidentially.
· Escalate concerns in accordance with safeguarding procedures.

7. Multi-Agency Working
· Develop and maintain effective relationships with external agencies.
· Act as the school's representative at relevant professional meetings.
· Coordinate support involving:
· Children's Social Care
· Early Help Services
· Health Services
· CAMHS
· Educational Welfare Services
· Police
· Housing Services
· Voluntary and community organisations
· Ensure effective communication between all parties involved in supporting children and families.

8. Attendance Leadership and Management
· Lead and manage all aspects of attendance systems and procedures across the school. 
· Provide strategic oversight of attendance and ensure compliance with statutory guidance and local authority requirements.
· Monitor and analyse attendance data using the school's MIS, identifying pupils, groups and emerging trends requiring intervention. 
· Maintain accurate weekly, termly and annual attendance records. 
· Conduct regular attendance reviews with key staff. 
· Lead interventions for persistent absence, severe absence and pupils at risk of becoming persistently absent. 
· Coordinate support plans for pupils experiencing attendance difficulties. 
· Arrange Attendance Concern Meetings and implement attendance action plans. 
· Work with families and agencies to identify and remove barriers to attendance. 
· Conduct home visits where appropriate to support attendance, welfare and safeguarding. 
· Lead the school's response to emotionally based school avoidance (EBSA/EBSNA). 
· Manage attendance rewards, incentives and attendance promotion initiatives. 
· Coordinate attendance support measures including walking buses, targeted interventions and gate support initiatives. 
· Support daily attendance administration where necessary to ensure continuity of service. 
9. Statutory Attendance and Legal Processes
· Complete attendance letters, warning notices and statutory correspondence. 
· Process Leave in Term Time applications and issue responses in accordance with school policy and statutory guidance. 
· Complete and monitor modified timetable documentation and reviews. 
· Complete referrals for penalty notices, legal intervention and prosecution processes where required. 
· Complete Children Missing Education (CME) referrals and liaise with the Local Authority regarding missing pupils. 
· Complete sickness referrals and attendance support referrals where appropriate. 
· Prepare witness statements and supporting evidence for legal proceedings where necessary. 
· Liaise directly with the Attendance Support Team and other relevant agencies. 

10. Staff Leadership and Management
Lunchtime Staff
· Lead and manage lunchtime provision.
· Ensure positive behaviour, safeguarding and inclusion during lunchtimes.
· Organise staffing arrangements and performance management processes.



Wraparound and Extended Services Staff
· Line manage staff working in breakfast club, after-school provision and other extended services.
· Ensure high-quality provision that supports pupil wellbeing and inclusion.
· Monitor staffing, safeguarding and quality standards.

11. Data, Monitoring and Case Management
· Maintain effective systems for monitoring vulnerable pupils.
· Analyse attendance, behaviour, safeguarding and inclusion data.
· Identify trends and priorities for intervention.
· Maintain accurate records and case management systems.
· Prepare reports for the Headteacher, senior leaders and governors as required.
· Evaluate the impact of pastoral and inclusion initiatives.
· Ensure compliance with confidentiality, data protection and record-keeping requirements.
· Analyse behaviour data alongside attendance, safeguarding and inclusion data to identify patterns of vulnerability and emerging risks.
· Maintain a behaviour tracking system which enables detailed analysis of dysregulated behaviour, triggers, interventions and outcomes.
· Report regularly to the Headteacher and governors on behaviour trends, inclusion outcomes and the impact of behaviour support strategies.
General Responsibilities
· Support and promote the ethos and values of the school.
· Promote equality, diversity and inclusion in all aspects of school life.
· Comply with safeguarding, health and safety, GDPR and school policies.
· Participate in performance management and professional development activities.
· Undertake other reasonable duties commensurate with the grade and responsibilities of the post.
· Attend and contribute to staff meetings, where relevant, regarding:
· safeguarding
· behaviour
· pastoral support
· family support approaches
· commission training for other staff where needed.

Contacts & Relationships
· To provide professional advice to staff and parents to help manage and support pupil behaviour in school and at home.
· Headteacher – Periodic checks to ensure standards are maintained and to keep informed of any on-going strategic issues.
· Senior Leadership Team – Periodic checks to ensure standards are maintained and to keep informed of any on-going strategic issues.
· School Business Manager – periodic checks to ensure standards are maintained and to deal with day-to-day personal issues including, staff leave, contracts and absenteeism and to keep informed of any on-going strategic issues.  Information and communication received should be acted upon and responded to appropriately.
· Colleagues – Any service-related issues which may arise.
· Visitors - Periodic checks to ensure standards are maintained, observational visitors, new parent tours.
· Parents - Any service-related issues which may arise. Conduct meet and greet and drop-in sessions for parents, sign posting parents to outside agencies
· Raise standards of individual pupil achievement and ensure that good attainment is maintained by providing a model of high quality teaching.
· Develop and maintain good relationships with parents, outside agencies and the local community.
· Liaise with outside agencies to promote effective working relationship to support children and families to ensure appropriate support from external partners and to challenge outside agencies when this support is not forthcoming.
· Lead the common assessment - Early Help Assessments (EHA) procedures across the school in order to ensure holistic individual pupil support where needed.
· Identify and support teachers in ensuring that the most effective teaching approaches for those pupils with special educational needs are implemented into classrooms.
· Monitor teaching and learning activities to meet the needs of pupils with pastoral needs.
· Identify and teach study skills that will develop pupils' ability to work independently and support introducing these into the classroom.
· Liaise with other schools to ensure continuity of support and learning when transferring pupils with pastoral needs.
· Update the deputy head teacher and governing body on the effectiveness of provision for pupils with pastoral needs.
· Develop understanding of learning needs and the importance of raising achievement among pupils.
· Attend consultation evenings and keep parents informed about their child's progress.
· Provide training opportunities for learning support assistants and other teachers to learn about supporting pastoral needs.
· Disseminate good practice in support for pastoral needs across School.
· Participate in staff training.
· Attend team and staff meetings.
· Lead staff briefings on safeguarding related issues.
· Develop links with governors, Local Authorities and neighbouring schools.
· Ensure the highest standards of professional conduct and confidentiality at all times, and in particular when with other staff of the School.
· Ensure the development and maintenance of a team culture that enables all members of the Leadership Team to be effective in their respective roles.
· Ensure the development and maintenance of a collaborative culture which demonstrates loyalty and integrity towards school leaders.
· Line manage Family Learning / Breakfast Club /After School Provision and Structured break and lunchtime groups.
· To co-ordinate and manage the EHA documentation and attend TAC meeting as required.
Creativity
· Ensure the effective and proficient use of pupil data (for relevant pupils in need of pastoral support) from a variety of sources, both internal and external, in the process of target setting and provide detailed and complex reports on the impact of pastoral support to the senior leadership team and governors (3 x per annum);
· Support on the review of the annual Section 11 Safeguarding audit for governors and the Local Authority Safeguarding lead (LADO) and make any recommendations for changes to policies and procedures to ensure the school meets its statutory obligations and is compliant with legislation and best practice.
· Contribute to the School’s Self Evaluation processes and the development and updating of the School’s Self Evaluation Form, making recommendations to senior leadership team and governors about priorities for improvement
· Conduct regular Attendance Analyses, identifying and reporting trends and issues to the HT.
· Support monitoring, evaluating and making recommendations for changes where required to improve practice, provision or comply with changes to legislation for the following policies: 
· Anti-Bullying
· Attendance
· Child Protection
· Behaviour
· Collect and interpret specialist assessment data.
· To co-ordinate as the lead professional and manage the EHA documentation and  meeting as required. 
· To support and manage the improvement of attendance, provide detailed evaluations to the Headteacher and governors so that the impact of initiatives and resources from school budget can be monitored for their effectiveness and value for money. 
· Support the SENCo with assessments of additional needs and liaison with outside agencies. 
· To be responsible for tracking the impact of interventions from the pastoral team and within the mentoring groups. 
· Monitor and track progression in raising confidence and self-esteem using school assessment tools.
· Design and delivery or commission training for staff at all levels to ensure they have the skills to provide the most effective support and intervention to meet children’s needs.
· Plan strategically to identify, source and deliver or commission training programs to support future staff training needs and including parental workshops to increase their understanding of how to support and promote positive behaviour in their child and to help keep them safe.
· Provide recommendations to the Headteacher and governors on how effectively financial resources are being used to support school improvement priorities to achieve the school’s aims
Decisions
· Support the vision, ethos and policies of the school which secure effective teaching, successful learning and promote high levels of achievement and self-esteem for all pupils irrespective of background, ethnicity, gender or disability;
· Help manage and support the creation and implementation of the school strategic plan which identifies priorities and targets for ensuring pupils achieve high standards and make progress, increasing teachers' effectiveness and securing school improvement and to take responsibility for appropriately delegated aspects of it.
· Contribute to designing the strategic vision for the school through membership of the senior leadership team (including the Headteacher and governors);
· Making recommendations to the Headteacher and governors to support strategic planning to improve provision to respond to the changing demographics in the school community so that provision is adapted to meet the specific needs of the children and their families.
· Make recommendations to the Headteacher and governors on the best strategies to ensure safe recording of safeguarding, child protection concerns and behaviour logs so that they are compliant with GDPR and best practice so that the school is able to ensure security of information and track how information is shared with outside agencies:
· Support the aims and ethos of the school.
Management & Supervision
· Responsible for Pastoral Support Assistants, Learning Mentor and other staff as appropriate
· Coordinate the pastoral team, leading pastoral support and conducting Performance Management of staff (pastoral team).
· Lead the Pastoral Team- behaviour mentors and social interventions supported by the SENCO.
Supervision Received
· Responsible to the Headteacher and Governors. Participate in performance management and required supervision.


Complexity
· To undertake a range of  assessments of children in need, or in need of protection, and their families, by way of telephone calls, correspondence (including electronic) and direct face to face contacts, analysing all necessary information and responding appropriately to the needs of specific children and any current or emerging safeguarding issues.  
· To supply reports for internal and external use as required.  
· To liaise with internal and external professionals and agencies and assist in the co-ordination of various service provisions and arrange specific types of assistance for the child, and their family.
· Prioritising and implementing a statutory child protection response to those children presenting as being at risk from abuse under the direction of the Headteacher.
Resources
· The Manager will have access to sensitive and detailed information concerning a child and his or her family. It is essential that the confidentiality of the information is understood. Any breach of this confidentiality could result in the breakdown of essential good relationships between the school and the family. Liaison with parents is primarily the teacher’s responsibility, so any questions or queries from parents or others should be listened to carefully and then discussed with the class teacher before any reply is made. Unguarded remarks can be dangerous in this respect.
· Use ICT applications effectively in the management of pastoral needs e.g. School MIS (CMIS), CPOMS, Pupil Assessment (Insight) and any other required applications.
· Select and prepare resources necessary to lead learning activities, taking account of pupils’ interests and language and cultural backgrounds
· Advise on appropriate deployment and use of specialist aid/resources/equipment.
· Identify resources needed to meet the needs of pupils with pastoral needs and special educational needs and advise the deputy head teacher of priorities for expenditure.
Impact
· Ensuring the school meets its needs in manage reintegration of challenging and 
     vulnerable pupils who are at risk of permanent exclusion or who may be 
     integrating into Woodlands as part of a managed move from other schools or who 
     have been permanently excluded from another setting. 
·  Ensuring as the primary Designated Safeguarding Lead in school meets all legal requirements.
Physical Demands
· To be working outdoors all year round in various weather conditions.
To maintain good general health and mobility to support children indoors and outdoors when standing, sitting or moving
Working Environment
· The post holder will assist with the supervision of children during lunchtimes inside school and in the outside environment all year round 
· Be able to work as part of a successful, hard-working, dedicated team Regularly (daily) may deal with families regarding difficult or distressing matters which may result in receiving verbal abuse, this would then be dealt with by the Headteacher or Deputy Head Teacher
Emotional Context
· To be aware of personal stress levels and alert senior staff if issues arise.
· Regularly (daily) deal with emotional / distressing information arising from unforeseen circumstances, i.e. safeguarding disclosures, illness related to children and families, this will then be forwarded to the Designated Safeguarding Lead and Safeguarding Officers.
Other Requirements
· The postholder will be expected carry out any other duties as are within the scope, spirit and purpose of the job, commensurate with the grade. 
· The postholder will be expected to actively follow Telford & Wrekin Council policies, including those such as Equal Opportunities, Human Resources, Information Security and Code of Conduct etc. 
· The postholder will be expected to maintain an awareness and observation of Fire and Health & Safety Regulations.
Safeguarding / DDSL Responsibilities
· Undertake DSL training.
· Support the DSL, as a DDSL, by completing delegated tasks such as:
· recording concerns on CPOMS and Bromcom
· monitoring vulnerable pupils’ attendance, including PA (persistently absent children)
· contributing to multi‑agency discussions
· passing on safeguarding information promptly
· Promote safeguarding in all work with pupils and families.

Person Specification – Inclusion, Attendance and Faily Support Manager
Essential Qualifications and Training
· Good standard of education, including GCSE English and Mathematics (Grade 4/C or above) or equivalent. 
· Full driving licence and access to a vehicle for home visits and multi-agency meetings. 
· Evidence of relevant professional training or willingness to undertake further training. 
· Willingness to undertake DSL training (if not already qualified).
·  Enhanced DBS clearance. 
· Ability to travel locally for home visits, meetings and professional appointments. 
· Commitment to ongoing professional development.

Desirable Qualifications
· Qualification in Education Welfare, Attendance Management, Family Support, Social Work, Youth Work, Child Development, Safeguarding or a related discipline. 
· National Association of Welfare in Education (NAWE) training or equivalent Education Welfare Officer (EWO) training. 
·  Accredited training in school attendance legislation, attendance casework and legal intervention processes. 
· Training in the use of attendance data analysis systems and attendance improvement strategies. 
 Local Authority Red Book Training (or equivalent) relating to attendance enforcement, penalty notices, Children Missing Education (CME) and statutory attendance procedures. 
· Advanced safeguarding training beyond basic child protection requirements. 
· Designated Safeguarding Lead (DSL) or Deputy Designated Safeguarding Lead training. 
· Early Help Assessment training. 
· Family Support Practitioner training or equivalent family intervention qualifications. 
· Training in restorative practice and relational approaches to behaviour management. 
· Mental Health First Aid (MHFA) qualification or Youth Mental Health First Aid training. 
· Trauma-informed schools training. 
· Adverse Childhood Experiences (ACE) awareness and intervention training. 
Emotion Coaching training. 
· Therapeutic Thinking or Team Teach training (or equivalent positive handling and behaviour support qualifications). 
· Training in supporting pupils with Emotionally Based School Avoidance (EBSA/EBSNA). 
· SEND-focused training, particularly relating to SEMH, Autism Spectrum Condition (ASC), ADHD and speech, language and communication needs. 
· Experience/Training in mediating and resolving conflict with families and external agencies. 
· Experience/Training in motivational interviewing or solution-focused practice. 
· Training in CPOMS, Bromcom and school management information systems. 
· Coaching or mentoring qualifications.

Essential Experience
· Significant experience working with children and families in an educational, pastoral or safeguarding context.
· Experience of leading support for vulnerable pupils.
· Experience of multi-agency working.
· Experience of behaviour and SEMH support.
· Experience of line management.
· Experience of attendance improvement strategies and statutory attendance processes
· Experience of direct family support and Early Help work. 

Essential Knowledge
· Safeguarding legislation and guidance, including Keeping Children Safe in Education.
· Early Help processes and multi-agency working.
· Attendance legislation and statutory guidance and Local Authority attendance procedures.
· Child development and barriers to learning.
· Behaviour and SEMH support strategies.
· Vulnerable pupil groups and inclusive practice.
· Children missing in education procedures
· Data protection and confidentiality requirements. 

Essential Skills
· Excellent interpersonal and communication skills.
· Strong organisational and case management skills.
· Ability to analyse and interpret attendance and pastoral data, including safeguarding and behaviour incidents.
· Ability to build positive relationships with families, children and professionals.
· Ability to manage staff effectively. 
· Competent ICT skills including MIS systems, Microsoft Office, CPOMS and Bromcom. 
· Ability to prioritise workloads and manage competing demands.

Personal Qualities
· Child-centred and solution-focused.
· Compassionate and resilient.
· Highly organised and professional.
· Committed to inclusion and equality of opportunity.
· Able to maintain confidentiality and professional integrity.

Fluency Duty
· This post has been identified as a customer facing role and therefore the Council is required to fulfil their statutory duty under Part 7 of the Immigration Act 2016. As a public body the Council is obliged to ensure member of staff in such roles are able to have a command of spoken English which is sufficient to enable the effective performance of their role.
· This post would require an understanding of complex text in the primary education field of specialization.  They would also be required to interpret and produce clear and detailed text in a wide range of subjects and topical issues at various levels of understanding for primary aged pupils.
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