
 
Job Description 
 
POST TITLE: Social Inclusion Assistant   
 
Responsible to: Social Inclusion Manager  
 
Salary Scale: Grade G (point 18-25) 
 
Responsible for: Students    
 
Main purpose: To assist the Social Inclusion Manager 

in the running of the schools Retreat facility 
ensuring that students continue to access the 
curriculum whilst taking responsibility for 
the consequences of their behaviour choices. 

    
Contract: Permanent  
 
Hours of duty: 32 hours per week Term-time contract + 4 INSET days 
 Unpaid lunch break of 35 minutes each day during the school lunchtime 
 Monday 8:30am-4:30pm Tuesday 8:30am- 3:15pm 

Wednesday 8:30am- 3:15pm Thursday 8:30am- 3:15pm 
Friday 8:30am- 3:10pm 

 
 
Main Duties and Responsibilities/Accountabilities 
 
To facilitate a controlled, purposeful and supportive learning environment, where students 
can complete personalised curriculum work whilst in our Retreat room. 
 
To support students to ensure that they are able to complete their work. 
 
To be calm and diffuse any difficult situations involving students. 
 
To ensure that students have appropriate work to complete as directed by the Social 
Inclusion Manager. 
 
To ensure that all students adhere to the rules of the Retreat room. 
 
To maintain the physical environment of the room, ensuring that it is kept fully equipped with 
learning resources for students use. 
 
To support and monitor Retreat students in mainstream education. 
 
Promote positive behaviour. 
 
Provide pastoral support such as taking an active role during form time or covering 
registration as required.   
 
To feedback to key staff in school on a regular basis regarding all aspects of our Retreat 
provision.   
 
Liaise with the learning support team regarding support for students with SEN. 
 
Mentor the learning of students, where appropriate. 



 
Encourage the development of good social relationships. 
 
Provide in class support as required and as directed. 
 
Provide cover for teachers as required and as directed.  
 
 
 
General 
 
Be aware of and comply with policies and procedures relating to Safeguarding, Health, 
Safety and security, Confidentiality and Data Protection, reporting all concerns to an 
appropriate person. 
 
The post-holder must be aware of child protection issues and the need for confidentiality and 
to identify to the named child protection colleague in school, concerns in respect of individual 
students 
 
Contribute to the overall ethos/work/aims of the school. 
 
Establish constructive relationships and communicate with other staff to support 
achievement and progress of students. 
 
Set a good example to students and other staff in their presentation and personal conduct. 
 
Share expertise and skills with others; participate in training and other learning activities and 
appraisal as required and recognise own strengths and areas of expertise to use these to 
advise and support others 
 
Carry out duties with full regard to Co-operative Academies’ policies and procedures. 
 
Be aware of and support difference and ensure equal opportunities for all. 
 
To safeguard and promote the welfare of all students 
 
 
This job description is not a definitive list of responsibilities but identifies the key 
components of the role.  The post holder will, therefore, be required to undertake any 
other reasonable duties commensurate with the level of responsibility/salary of this 
post. 
 
 
 
 


