OFFICIAL

OFFICIAL

[image: CBMDC-colour-RGB - smaller]                                    	 OFFICIAL



Job Profile
	Reference Number
	TO BE COMPLETED BY PAY & REWARD / HR 

	Role Title
	Exclusion officer

	Grade 
	SO1/SO2

	Directorate
	Children’s services

	Service Area
	SEND & Inclusion

	Reports to
	Senior Exclusion officer

	 

	



	Role Purpose (maximum of 3 points, with no sub bullet points)

	·  To identify and support pupils who are excluded or at risk of permanent exclusion with the aim of maintaining pupils in the mainstream environment, in accordance with the Local Authority’s statutory duties in relation to children out of school undertake casework with schools, families and other agencies/services.
· To represent the Local Authority at relevant panels and secure alternative education for pupils who have been permanently excluded.
· To advise, provide training, and support to parents/carers, children and young people, governors, school staff and other relevant professionals




	Duties, Responsibilities and Accountabilities (maximum of 15 points, with no sub bullet points)

	
1. To be fully conversant with all current legislation and guidance that relates to Local Authority responsibilities in relation to children out of school because of exclusion or other related issues both national and local. This expertise should enable the post holder to provide accurate advice and support to schools, families and other agencies as necessary.
2. Under the direction of the Senior Exclusion Officer work with schools, families and other agencies in supporting pupils at risk of exclusion to achieve or maintain a mainstream school placement.
3. With the Senior Exclusion Officer monitor and track pupils at risk of permanent
exclusion, pupils excluded for a total of more than 5 school days and any exclusion that would result in a pupil missing a public examination or national curriculum test. Meet with key colleagues to update on progress.
4. Use relevant database to support all casework ensuring a robust system of monitoring and review. Provide reports and data in accordance with established timelines and sometimes upon request
5. Support the Senior Exclusion Officer in overseeing the receipt of exclusion data from schools, processing of data and production of reports in order to identify areas of need and target resource appropriately.
6. Undertake self-development and training in areas related to this role. Identify and disseminate good practice through the effective use of networking and attendance at local or regional events as identified by the Senior Exclusion Officer.
7. Attend review panels and review meetings as directed by the Senior Exclusion Officer
8. To arrange for a full-time education to be in place by at least the 6th day following a permanent exclusion.
9. To oversee the financial readjustment/payment following a permanent exclusion. 
10. To work with schools to actively consider and put in place alternatives to exclusion. 
11. To work with Governors to ensure that relevant statutory guidance in relation to exclusion and attendance is implemented to ensure that decisions to exclude are lawful, reasonable and fair.
12. To work with Social Care and Special Educational Needs and Disability services to ensure lawful, fair and reasonable treatment of vulnerable pupils.
13. To support the Senior Exclusion officer in the completion of the annual exclusion report
14. To delegate and represent the Senior Exclusion officer as requires
15. Any other reasonable duties as directed by the Senior Exclusion officer. 




	Dimensions of role (direct or indirect as applicable) e.g. total number of staff managed, total budget, total scope of role

	· No direct line management responsibility.
· Responsible for managing a complex caseload of pupils who are permanently excluded or at risk of permanent exclusion across Bradford District.
· Works directly with Headteachers, Senior Leadership Teams, Governors, Multi Academy Trusts, Alternative Provision providers and partner agencies including Social Care, SEND and Early Help services.
· Monitors and tracks all permanent exclusions and pupils at risk of exclusion within allocated caseloads, ensuring compliance with statutory timescales and guidance.
· Contributes to the commissioning and placement of alternative education provision to ensure suitable full-time education is secured from the sixth day following permanent exclusion.
· Responsible for processing and overseeing financial adjustments and recoupment arrangements associated with permanent exclusions and alternative provision placements.
· Provides specialist advice, guidance and training to schools, families, governors and professionals across the district on exclusions legislation, statutory guidance and inclusion practice.
· Influences decision-making and promotes alternatives to exclusion, supporting improved educational outcomes for vulnerable children and young people.
· Produces and analyses exclusion data, reports and performance information to support service planning and targeted intervention activity.
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	 Knowledge / Skills / Experience required

	· At least 3 years experience of working in the field of education/ behaviour/exclusions including working in an administrative role in a LA or similar organisation
· Working knowledge, understanding and experience of the School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012 and relevant guidance on behaviour, exclusions and attendance (Suspensions and permanent exclusions from Maintained schools, academies and pupil referral units in England -2026)
· Ability to demonstrate a high level of oral and written communication skills
· Evidence of considerable experience of complex systems, procedures and casework.
· Experience of managing/supporting families in stressful/confrontational situations.
· Excellent organisational skills and the proven ability to ensure that deadlines are met
· Highly developed analytical skills to interpret and summarise complex information and a proactive approach to problem-solving
· Proven ability to work effectively with a range of professionals and
other services both within and outside an educational setting
· Ability to communicate effectively with a wide range of people in a professional, effective and responsive manner.
· Working with a wide range of schools and MATs including Headteachers and further members of Senior Leadership Teams.





	Key benchmarked competencies, traits and motives required to successfully deliver the role. These will support recruitment, succession planning, development and performance management 
	Essential

	Health and Safety
	Uses knowledge of Health, Safety policies, procedures and regulations including risks in own area of work
	

	IT Packages
	Uses a range of complex IT packages relating to area of work
	

	Service Improvement
	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	

	Continued professional Improvement
	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across a technical /specialist area
	

	Communication
	Knows and understands how to use, interpret, handle and communicate, often complex and detailed information, and relay it to service users/stakeholders in writing and/or over the telephone / face to face.

	

	Numeracy & Literacy
	Demonstrates a high level of numeracy, literacy and accuracy across a range of activities
	

	Relevant Professional Qualification
	Level 4 (e.g. NVQ) qualifications or equivalent
A qualification specific to SEND would be an advantage
	

	Carries out performance management
	Covers the employees’ capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.
	

	Communicates Effectively
	Covers a range of spoken and written communication skills required as a regular feature of the job. This includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information.


	

	Carries Out Effective Decision Making
	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  This includes planning and organising, self-effectiveness and any requirements to quality check work.

	

	Undertakes Structured Problem-Solving Activity
	Covers a full range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. This includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships.

	

	Operates with Dignity and Respect 
	Covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.

	

	Practices Appropriate Leadership 
	Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self-interest for the sake of the team or service. They consider serving the District in all that they do.

	

	Operates with Strategic Awareness
	Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	

	Delivering Successful Performance 
	Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.
	

	Applying Project and Programme Management 
	Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning

	

	Developing High Performing People and Teams 
	Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	



Applicants with disabilities are only required to meet the essential key benchmarked competencies (clearly marked)
	
	Completed by:

	
	Date:
	

	Quality checked:

	
	Date:
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