
 

Reigate School 
 

Job Description 

Position:  Inclusions Manager  

Salary Range: Greensand pay point 14 – 18 £21,301- £23,576 pro rata (£24,590 – 27,216 FTE)  

Hours:   8.30 – 4.30 (Monday – Friday) 39 weeks, structure of the day is detailed below. 

Reporting to:  Associate Assistant Headteacher 

 

The Inclusions Manager will carry out the responsibilities listed below in a manner which is in keeping 

with the ethos of the school. 

Purpose 

• To support the work of the school in raising the achievement and aspirations of vulnerable 

students  

• To supervise the Children’s Support Centre (CSC), working daily with vulnerable students and 

building relationships 

• To develop and implement long-term behaviour plans that will guide staff to support students to 

overcome barriers to learning 

• To assist the Deputy Headteacher/Associate Assistant Headteacher in working proactively with 

students who are at risk of permanent exclusion 

 

Key Accountabilities 

• To work with the Leadership Team to raise standards of student behaviour throughout the school  

• To identify support needs of students on entry to the Children’s Support Centre (CSC) and create 

support plans for their reintegration to the classroom environment  

• To support the Heads of Year in establishing effective strategies in all areas of pastoral care  

• To support the Deputy Headteacher/Associate Assistant Headteacher in liaising with external 

agencies such as the In Year Fair Access Panel and alternative provision units  

• To plan early intervention programmes to support the behaviour and wellbeing of targeted 

students  

• To work with the teaching team to log and maintain timely accurate records of student behaviour  



 
• To send written communication to parents and carers relating to behaviour incidents including 

restore sessions, isolations and exclusions  

• To work with students and colleagues to develop, agree and implement time bound action plans 

for identified students, set targets, and agree and record a plan of outcome with actions, review 

points and an exit strategy  

• To contribute to reviews and work towards the objectives of this plan  

• To provide holistic and preventative support to individuals and groups of students where social 

and emotional issues are proving to be barriers to the child’s educational progress and sharing 

information as appropriate  

• To encourage students to express their emotions safely and to develop their ability to think 

through challenging situations  

• To interact with students according to the individual's level of emotional development and not 

necessarily their chronological age  

• To teach students how to value and respect the contributions of others and how to build and 

maintain healthy relationships with both adults and peers, reinforcing the importance of the 

school’s values 

• To create and maintain a calm, nurturing, and organised Ready, Respectful and Safe environment 

• To support the development of effective communication and good working relationships between 

school, families and other support agencies in the community 

 

Structured Day 

The hours stated above include an early lunch break (45 mins) before 12.15 to enable the day to 

be structured effectively.  The Inclusions Manager’s day will be split into two sessions 

 

• Session 1 8.30am - 11.30am 

You will focus on our internal pastoral support program called 'Build Up'. This involves supporting 

approximately 10 of our most challenging and vulnerable children in activities such as lesson 

observations/support, 1 to 1 sessions, group work and external activities.  We are keen to be 

flexible in our approach depending on what works for the individual. 

 

 

 



 
 Session 2  12.15pm – 4.00pm  

You will be supporting children in the CSC who have been isolated from lessons as a result of poor 

behaviour. This would involve a maximum of three children, and involve a restorative approach 

to support their behaviour, as well as time to work quietly on lesson content they would be 

missing through isolation. Pastoral staff will require feedback at the end of the day via email on 

how productive the session has been for each child, and any relevant information that may have 

come out of the session. 

 

General 

• To undertake any other duties, commensurate within the grade, at the discretion of the Deputy 

Headteacher. 

• Be familiar and comply with all relevant Health and Safety, Operational, Personnel, Child 

Protection, Data Protection and Financial Regulations policies and procedures. 

• Ensure equality of opportunity is afforded to all persons both internal and external to the 

authority, actively seeking to eliminate any direct or indirect discriminatory practices/behaviour. 

• Playing a full part in the life of the school community, supporting its distinctive ethos and 

encouraging staff and students to follow this example.  

• To be courteous to colleagues, visitors and telephone callers and provide a welcoming 

environment. 

 

We value all members of the school community equally and work together for the educational 

progress of all our students in partnership with the whole community. 

The above duties are not exhaustive and the post holder may be required to undertake tasks, roles 

and responsibilities as may be reasonably assigned to them by the Deputy Headteacher. 

 

 

  



 

Person Specification 

 

Job Title:  Inclusions Manager 

 Essential Desirable 

Professional and Experience  

Degree or equivalent qualification  √ 

Relevant NVQ at Levels 3 or 4  √ 

CPD training in Behaviour Management   √ 

CPD training in restorative practices  √ 

Experience in working in a secondary school environment  √ 

Mentoring experience  √ 

Professional Experience   

Able to create an effective, engaging learning environment  √  

Able to work with and champion vulnerable children to achieve positive behaviour 

outcomes 

√  

Able to demonstrate openness, perseverance and humour  √ 

Able to promote high standards of behaviour and a good working ethos √  

Able to plan, organise and prioritise own work schedule  √  

Able to clarify and explain instructions to students √  

Able to communicate effectively with students, colleagues and parents √  

Able to think through and implement strategies to enhance student behaviour  √ 

Able to maintain records and confidentiality √  

Personal Attributes 

Proven positive behaviour management skills √  

High aspirations and the belief that all students can achieve success √  

Self-motivation, concentration and ability to stay calm under pressure √  

Able to reflect objectively on own performance √  

Good communication, planning and organisational skills √  

Acts as a positive role model to staff and students, demonstrating a ‘can-do’ attitude √  

Effective team member who uses initiative effectively  √ 

Commitment and understanding of equal opportunities √  

Commitment to continuing professional development   √ 

The ability to form and maintain appropriate relationships and personal boundaries 
with children and young people in line with the Safeguarding and Child Protection 
policy 

 √ 

 

 


