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Post title: SEMH Inclusion Coordinator
Salary range:  Bexley08
Hours:  36 hours per week / Term Time plus 1 week
Responsible to: Trust Director of SEND, Safeguarding and Inclusion

The role of the SEMH Inclusion Coordinator is crucial in establishing a strong link between the school and the families it serves, ensuring that parents are positively involved in their child’s learning and development. The Coordinator will work with children and families who are part of the specialist resource provision, working closely with them to help them engage with the school context and the educational opportunities and extended services on offer at the school and in the community. This role contributes to the Illuminate Minds Trust vision that “Everyone belongs, relationships matter and we work together to achieve Excellence Every Day”.  The SEMH Coordinator will also be the administrator for the provision and coordinate admissions, pupil records, annual reviews and support the smooth daily running of the provision.

Key responsibilities: 
Administration
· To lead on all administrative support for the specialist resource provision.
· To coordinate annual reviews and finalise annual review paperwork.
· To coordinate admissions to the SRP.
· To support the team in ordering and coordinating resources for the SRP.
· To be responsible for individual pupil records and case studies.
· To complete referrals as directed.
· To coordinate external specialist support and the schedule of visitors to the SRP.
· To communicate with parents / carers in relation to the weekly SRP schedule.
Attendance
· Work with parents and carers to help them understand and fulfil their legal responsibilities in relation to attendance. 
· Carry out home visits where appropriate to support parents in encouraging their children to maintain regular attendance.
· Ascertain the probable causes of absence and suggest and assist in the implementation of plans to resolve the situation, working closely with school staff, the child and family. 
· Conduct data analysis to show trends in attendance for targeted pupils, using this to inform intervention strategies to help improve attendance. 


Provide support to parents and carers
· Work directly with parents, individually and in groups, particularly focussing on parenting skills, behaviour management, play and practical support
· Promote high quality parenting at home by encouraging effective conversations between parents and their children and promoting authoritative rather than authoritarian discipline. 
· Support parents of children with social, emotional and mental health needs and work as part of the team in supervising pupils in the provision.
· Coordinate and work with other agencies in supporting children and families.
· Provide impartial information or referrals to parents about the school and relevant local services available to children and families, including those provided by education, social care, youth justice, childcare providers, and the voluntary sector.
· Support parents and carers to access holiday activities in the community.
· Help families to access information and benefits
· Meet with families both onsite and in the community, completing regular home and community based visits to identify barriers and provide early help
· Build strong, trusting relationships with hard to reach families, encouraging sustained engagement with school life.
· Establish and coordinate community groups to support parents in the SRP.

Provide support to students
· Advocate for pupils and provide individual interventions and support restorative approaches.
· Work with children who are at risk of social and educational exclusion in the specialist resource provision, supporting them and their families as required.
· Support the coordination and delivery of wellbeing and nurture interventions that improve emotional resilience, reduce barriers to learning and promote positive engagement.

Work with external agencies
· Work collaboratively with external agencies to support pupils and their families.
· Keep up to date on the range of agencies working locally in order to maintain knowledge of services to which parents may be signposted.
· Provide effective support to the Designated Safeguarding Lead by preparing reports for and attending safeguarding meetings if required (eg Child Protection Conferences, Core Group, Child in Need, Early Help, Team around the Family, CAMHS).
· Draft referrals to Children’s Social Care as directed.
· Work closely with Educational Welfare Service (EWS).
· Work with other settings to support effective transition for vulnerable children and families.
· Represent the school consistently at safeguarding and multi agency meetings, providing confidential case updates and maintaining professional challenge where appropriate.





General expectations
· Support the vision, ethos and policies of the school and promote high levels of achievement.
· Uphold through own behaviours and communication the Trust mission of “Excellence Every Day”, the vision and Trust values, addressing issues as they arise and setting the school culture.
· Contribute to effective ways of working by building strong and cohesive relationships within the team.
· Ensure that parents/carers are well informed about their child’s progress and reports are accurate and informative.
· To adhere to the Trust SEND Strategy and Relationships and Behaviour Policy, demonstrating confidence and the ability to model to other staff in the mainstream.
· Increase the offer for pupils with SEND and actively seek to promote our culture of inclusion.
· Promote equal opportunities within the school and to seek to ensure the implementation of the school’s equal opportunities policy.
· Set an excellent example in terms of dress, punctuality, attendance and behaviour.
· Attend and participate in open evenings, performances and other school activities outside the normal school opening hours.
· Attend staff meetings and staff training opportunities.
· Ensure all communication systems are used to maximum effect.
· Adhere to all policies and procedures.
· Safeguard children and use positive handling and de-escalation to keep children with high needs safe.

The post holder will also undertake any other duties commensurate with the duties/responsibilities/grade of the post requested by the SRP Lead and Trust Director of SEND, Safeguarding and Inclusion. 
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Person Specification

	Personal Qualities
	Essential
	Desirable

	
Education and training

	
· GCSE Maths and English (Grade 4) or equivalent.
· Experience in motivating students and promoting high expectations with students.
· Experience in using data to analyse performance, track progress, and inform decision making.
· Experience engaging hard to reach families, including delivering support through home or community visits.

	
· L3 qualifications - A levels or equivalent.
· L6 qualifications - bachelor's degree or equivalent.
· IT literacy with Google Workspace.
· Previous experience in an educational environment.
· Experience working with external agencies. 

	
Experience, knowledge and understanding

















	
· Knowledge of the education sector, SEND and safeguarding/child protection. 
· Ability to engage with children  that may have difficulties in expressing themselves and may frequently be unable to control their frustrations.
· Ability to analyse patterns and trends in data and identify solutions.
· Ability to be able to think creatively and innovatively. 
· Effective behaviour management strategies combined with high expectations of students’ behaviour.  
· Awareness of common wellbeing barriers and effective strategies to support emotional resilience.
· Clear understanding and ability to maintain clear and consistent professional boundaries.
· Excellent interpersonal skills and the ability to form strong relationships with internal and external stakeholders.
· Ability to de-escalate situations and deal calmly with students and other stakeholders.
· Confidence in representing the school at external safeguarding and multi-agency meetings. 

	
· Current knowledge of attendance legislation, policies and procedures.
· Current knowledge of exclusions and legislation related to it. 
· Experience of positive handling.
· Knowledge of the annual review process.
· Knowledge of local agencies, both statutory and voluntary.


	
Skills and aptitudes


	
· Excellent written and oral communication skills.
· Excellent organisational skills.
· Ability to promote a positive ethos and role model positive attributes such as patience, active listening, empathy and care.
· A non-judgmental approach to dealing with children and families.
· Tenacity and readiness to keep persevering with students whose challenges appear to be insurmountable.
· Ability to use own initiative within established working practices. 
· A passion for engaging with all children and young people and a belief in the value of education in its widest sense.
· A willingness to learn and be trained in a range of interventions to support young people's personal achievement. 

	
· Skill in coordinating restorative conversations.
· Ability to present confidence in dealing with people from different backgrounds and cultures.
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