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Job Title: Inclusion & Casework Coordinator
Reports to: West Link Provision Manager / AIP Project Director
Responsible for: Leading on the day-to-day coordination of pupil case management, attendance, family engagement and operational inclusion support across West Link.
Purpose
To support the effective day-to-day operation of West Link by coordinating pupil case management, attendance, family engagement and inclusion support for pupils attending the provision.
Working closely with the West Link Provision Manager, the postholder will manage a caseload of pupils, coordinate routine referrals and reviews, develop positive relationships with families, schools and external agencies, and ensure that appropriate pastoral, attendance and safeguarding processes are implemented to support positive outcomes for young people.
The postholder will provide additional capacity within the provision by coordinating operational casework, enabling the Provision Manager to focus on complex referrals, safeguarding oversight and the wider operational management of West Link.

Responsibilities
Pupil Case Management
· Manage a caseload of pupils attending West Link.
· Coordinate routine referrals, admissions and induction arrangements.
· Arrange and facilitate review meetings, recording agreed actions and monitoring progress.
· Support reintegration and transition planning with referring schools.
· Escalate complex cases or concerns to the Provision Manager.
· Maintain accurate pupil records throughout each placement.
· Support the identification of pupils' SEND, contribute to the graduated response and liaise with referring schools regarding agreed strategies and recommendations.

Inclusion, Assessment and Planning
· Develop and review Pupil Passports, Behaviour Support Plans and Behaviour Individual Pupil Risk Assessments (BIPRAs).
· Contribute to Early Help Assessments and other multi-agency plans where appropriate.
· Work with colleagues to implement agreed strategies that support pupils' inclusion and engagement.
· Promote restorative and trauma-informed approaches within daily practice.
· Support the implementation of agreed SEND provision and interventions.

Attendance and Engagement
· Coordinate attendance processes across West Link.
· Monitor attendance patterns and identify emerging concerns.
· Arrange attendance meetings and support the implementation of attendance improvement plans.
· Work alongside pupils, families and schools to address barriers to attendance.
· Support home visits where appropriate.
· Monitor pupils' engagement, punctuality and participation.

Family Partnership Working
· Develop positive and professional relationships with pupils and their families.
· Act as a key day-to-day contact for parents and carers.
· Provide advice, guidance and signposting to appropriate support services.
· Encourage parents and carers to engage positively with their child's education.
· Maintain regular communication with families regarding progress, attendance and wellbeing.

Partnership Working
· Work collaboratively with referring schools and external agencies.
· Attend professional meetings as required.
· Share relevant information with schools and partner agencies in accordance with agreed procedures.
· Contribute to multi-agency meetings, including Early Help and safeguarding meetings where appropriate.
· Support effective communication between West Link, families and partner organisations.

Safeguarding
· Maintain up-to-date safeguarding knowledge and training.
· Respond appropriately to safeguarding concerns and disclosures.
· Record safeguarding information accurately using CPOMS.
· Attend safeguarding meetings as required.
· Support the DSL/DDSL in maintaining effective safeguarding practice across West Link.
· Promote a culture where safeguarding is everyone's responsibility.

Monitoring and Reporting
· Maintain accurate case management records.
· Monitor attendance, behaviour, engagement and wellbeing.
· Prepare reports for schools, families and external agencies.
· Ensure records comply with data protection and confidentiality requirements.
· Provide information to support planning and decision-making.

General Responsibilities
· Support the effective day-to-day operation of West Link.
· Work collaboratively with colleagues to ensure pupils receive coordinated support.
· Contribute to the continuous improvement of systems and processes within the provision.
· Share good practice and contribute positively to team working.
· Undertake other duties appropriate to the grade of the post as directed by the Provision Manager.

Job Specification: Inclusion & Casework Coordinator
NB.  Essential criteria are the qualities that candidates must have to do the job. Desirable criteria are the extra qualities that will enhance a candidate’s job performance and aid short listing. Ensure that your written application and your performance through the selection process demonstrates these:

	
	Essential
	Desirable

	Knowledge and Understanding 
	· Knowledge of safeguarding legislation, statutory guidance and child protection procedures.
· Understanding of the social, emotional, behavioural and mental health needs of vulnerable children and young people.
· Knowledge of behaviour support strategies, restorative approaches and trauma-informed practice.
· Understanding of attendance processes, barriers to attendance and strategies to improve engagement.
· Knowledge of Special Educational Needs and Disabilities (SEND), including an understanding of the SEND Code of Practice and the graduated response, with the ability to contribute to identifying needs, support agreed interventions and communicate recommendations effectively to schools and partner agencies.
· Understanding of Early Help processes and multi-agency working to support children and families.
· Knowledge of information sharing, confidentiality and GDPR requirements.
	· Knowledge of alternative provision, exclusion processes and reintegration planning.

	Experience
	· Experience of working with vulnerable children and young people within education or a related setting.
· Experience of coordinating pastoral support, attendance, inclusion or pupil welfare.
· Experience of working collaboratively with families, schools and external agencies to improve outcomes for children and young people.
· Experience of supporting pupils with SEND and contributing to the graduated response, including working with schools to communicate agreed strategies and support arrangements.
· Experience of monitoring attendance, behaviour and engagement and using information to support interventions.
· Experience of maintaining accurate case records and producing professional reports.
	· Experience of contributing to Early Help, Child Protection or Team Around the Family processes.
· Experience of working within an Alternative Provision or specialist educational setting.

	
	· GCSE Grade C/4 or above (or equivalent) in English and Maths.
· Safeguarding training appropriate to the role (or willingness to undertake).
	· Team Teach, Positive Handling, Mental Health First Aid or other relevant specialist training.
· Relevant Level 4 or higher qualification in Education, Social Care, Youth Work or a related field.

	Skills and Personal Attributes
	· Builds positive relationships with children, families and professionals.
· Excellent communication and interpersonal skills.
· Able to manage a varied workload and prioritise effectively.
· Accurate record keeping and report writing skills.
· Able to work independently whilst recognising when matters need to be escalated.
· Uses initiative and sound judgement when dealing with sensitive situations.
· Committed to inclusion and improving outcomes for vulnerable young people.
· Resilient, adaptable and able to remain calm under pressure.
· Good IT skills, including Microsoft Office and electronic recording systems (e.g. CPOMS).
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