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Saint John Henry
Newman Catholic College


JOB DESCRIPTION 
	JOB TITLE	Internal Exclusion Centre Manager

	DEPARTMENT	Pupil Wellbeing

	GRADE	Grade 5 Point 18-23 term time only + 5 days 



Generic Responsibilities
· Endeavour to maintain and develop the Roman Catholic character of the school in accordance with the directions given by the School Governors and subject thereto to those given by the Headteacher.  
· Provide an education for the whole child and fostering in and through a Catholic atmosphere those qualities which will enable each individual to live happily and develop fully his or her intellectual, moral, physical, social, emotional and spiritual qualities.

	JOB PURPOSE

The principal role of the Internal Exclusion Centre (IEC) Manager is to co-ordinate and manage the short term placement of students into the IEC. The IEC Manager will proactively work with students placed in the IEC, to encourage them to make positive choices with regards to their future behaviour. Reducing the number of days lost due to suspension



	KEY TASKS

· To co-ordinate and manage the day to day operation of the Internal Exclusion Centre.
· In liaison with senior pastoral staff, to develop systems and procedures that ensures the smooth running of the IEC day to day.
· To liaise with parents regarding placement of students in the IEC.
· To maintain accurate records of students placed into the IEC and use these to produce reports when requested.
· To organise and collate appropriate resources and use these to support students placed into the IEC to make positive future choices with regard to their behaviour in lessons and the wider college.
· To liaise with Senior Leadership, Pastoral and Curriculum Leaders with regard to student behaviour and achievement.
· To liaise with Curriculum Leaders and Class Teachers with regard to curriculum support and resources for students working in the IEC.
· To ensure that the fabric and appearance of the IEC is one which is conducive to learning and promotes positivity and to report any issues or damage to the college Facilities Manager. 
· To liaise with the Pastoral Coordinators (PACOs) in monitoring behaviour on return to mainstream lessons.
· To attend training that is identified as essential professional development to enhance effectiveness and impact.




	STANDARD DUTIES

· To actively promote the equalities and diversity agenda in the workplace and in service delivery.

· To be familiar with complaints, bullying and, Health and Safety policies of the school.

· Improve one’s own practice through training observation, evaluation and discussion with colleagues. Recognize one’s own strengths and areas of expertise and use these to advise and support others.

· Keep abreast of current developments in your area networking with colleagues and professional associations. 

· Attend and participate in meetings within the school as required.

· Contribute to the overall work and ethos of the school and contribute to the promotion of the school through marketing e.g. open evenings and media publications

· Appreciate and support the role of other people in the team.

· Work flexibly and undertake other duties of an equivalent nature that may be required by the Headteacher.

· All support staff take an active role in the care and guidance of pupils and the post holder will be expected to fulfill the role of assistant to the Lead Form Tutor if required. 

· Undertake pupil welfare duties and administering first aid as necessary and liaising with parents/staff in accordance with school procedures.

· To monitor pupils behaviour at social times, including lunch and before/after college
· Support on all duties required
· Be willing to take on the responsibility of care for a year group’s pastoral care, in the instance of colleague absence.



	CONTACTS

Pupils, staff, parents, external agencies and visitors.




	RELATIONSHIP TO OTHER POSTS 

Responsible to the Assistant Headteacher: Rewards, Behaviour & Attendance 




	
	DATE
	NAME
	POST TITLE

	PREPARED
	02/03/2023
	Helen McCardle
	Director of Support Services

	REVIEWED
	10/12/2025
	Sarah Manion
	Director of Support Services 

	REVIEWED
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