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Job Description & Person Specification

 EHCP Co-Ordinator

	Job Description

	
Job Title:
	
EHCP Co-Ordinator



	Pay Grade / Scale / Range:
	
SCP 27-30

Plus SEN allowance 



	Benefits & Perks:
	
Flexible Working, occupational pension scheme, occupational sickness scheme, health scheme



	Working hours:
	
36 hours 40 minutes per week / Full Year or Term Time only

Ability to work the hours needed to meet all the demands of the job.


	Location:
	
Thomas Ashton School 



	Special circumstances:
	Some out-of-hours working required at busy times.  

	Staff responsible to:
	Headteacher

	Staff responsible for:
	EHCP Administrator

	Accountable to:
	Chief Executive Officer

	Probationary period:
	26 weeks







	JOB PURPOSE

To be fully responsible for the Education, Health and Care Plans and ensuring all the processes around them are carried out to regulatory requirements. 

To support Thomas Ashton school in the commissioning of places and where necessary, manage complex cases and tribunals.

To support the admissions process with the local authorities.





	

	KEY TASKS – Annual Reviews


	

	1. To set Annual Review dates for all students within the organisation in liaison with the Local Authority

	
	2. To devise formats and effective ways of facilitating the Annual Reviews using a person-centred approach

	
	3. To liaise with relevant colleagues within the New Bridge Group to request pre–Annual Review documentation in preparation for the Annual Review Meetings in line with outlined deadlines, ensuring that the views of the young people and staff are captured

	
	4. To ensure that Person Centred Planning paperwork, including a summary is prepared (highlighting the views of the young person, staff and any other relevant professionals);  contributing personally to the Annual Review meeting both verbally and in writing;  ensuring reports are gathered for each Annual Review Meeting (this will include meeting with the young person on a 1:1 basis, using appropriate resources as necessary to ensure they are able to contribute towards their Annual Review Meeting

	
	5. To facilitate Annual Review Meetings and to appropriately share information to relevant audiences to facilitate pupil welfare, promote pupil learning, independence and safety to parents, colleagues and education/healthcare professionals, within procedures covering confidentiality and data protection. Providing objective and accurate feedback and reports, written and verbal, appropriate to the intended audience regarding pupil progress and achievements, ensuring the availability of suitable evidence.

	
	6. To establish and maintain positive and appropriate relationships with professionals, the young people and their families that engages, motivates, and removes barriers to learning, aimed at achieving the goals defined in their action plan.

	
	7. To provide feedback to staff, professionals, and agencies, completing all actions from the Annual Review Meeting (this could include making appropriate referrals as necessary on behalf of families, requesting updated advice from agencies, liaising with the Responsible Local Authority ensuring that families are updated and aware of the progress of any set actions).

	
	8. To ensure that parents/carers of the young people with SEN are provided with support and advice about the needs assessment process, the EHC Plan and the Annual Review processes. To also ensure that the young people they hold responsibility for receive suitable educational provision in line with what is set out in the EHC Plan.

	
	9. To finalise the Annual Review Summary along with documentation from the responsible Local Authority as requested ensuring that minutes taken (during the Annual Review Meeting are accurately recorded and outcomes/targets are set. 

	
KEY TASKS – Whole School (MAT)

10.   To represent Thomas Ashton School at Educational tribunals, ensuring all processes and related documentation is collated and submitted.

	
	

	
	11.   To offer information, advice and guidance to others regarding the support of students.              This could include sharing knowledge of activities, courses, organisations and individuals    that can be accessed to provide additional support to students. 

	
	12.     To use School systems and procedures to ensure personal details, reports and Annual        Review documentation is updated and uploaded following the school’s policy and procedures on Safeguarding, data protection and confidentiality.
13.    To be responsible for the School Improvement Development Plan for the EHCP process, with a focus on promoting students and family’s voice. This will include the reporting and recording of key performance indicators through the ADDO process.

14 14.    To be responsible for Workshops and Training and Development opportunities for 
15          colleagues, professionals, and parents/carers.

16  To be responsible for providing and delivering individual support sessions to colleagues including updates at a regional and national level.

	
KEY TASKS – Individual Students


	
	17 To develop and implement action plans for all young people relating directly to their individual needs and circumstances, which could be particularly complex needs, to overcome barriers. 


	
	18 To monitor and evaluate student’s responses, progress, and achievements against the action plan through techniques such as observation and gathering relevant data.  To amend the action plan as appropriate to consider on-going assessment of student’s progress and individual needs and circumstances.

	
	19 To establish and maintain positive and appropriate relationships with students and their families that engages, motivates and removes barriers to learning, aimed at achieving the goals defined in their action plan.

	
	20 To provide a range of information, advice and guidance to support and enable students, tailored to their specific needs, to make choices about their own learning and aspirations.  

	
	21 To provide objective and accurate feedback and reports, written and verbal, appropriate to the intended audience regarding pupil progress and achievements, ensuring the availability of suitable evidence.


	
	22 To be a “point of contact” between the school and external agencies involved in supporting students throughout the Annual Review process, proactively initiating and establishing links with other services as necessary and maintaining positive working relationships to facilitate successful outcomes for students.  

	
	23 To maintain regular contact with families/carers of students, to keep them informed of the student’s actions/outcomes of the Annual Review, and to secure positive family support and professional involvement.  The role could include conducting home/ school visits as part of the Admissions process.

	
	24 To appropriately share information to relevant audiences to facilitate pupil welfare and promote pupil learning and future aspirations to parents, colleagues and education/healthcare professionals, within procedures covering confidentiality and data protection.

	KEY TASKS – General Clerical


	
	25 To provide and organise general clerical support, e.g. photocopying, filing, faxing, emailing, completing forms, dealing with mail and responding to routine and complex correspondence.

26 To ensure school systems are up to date with the relevant documentation i.e. ensuring all staff have access to post Annual Review documentation. 


	KEY TASKS – Pupil Welfare


	
	27 To undertake pupil welfare duties, looking after sick pupils and administering basic first aid as necessary, and liaising with parents/staff in accordance with School procedures.  The role could include administering first aid to other members of staff. 




	STANDARD DUTIES


	1.

	To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all


	2.

	To uphold and promote the values and the ethos of the school.

	3.

	To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

	4.

	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.

	5.
	To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.

	6.
	To attend and participate in relevant meetings as appropriate.

	
	To work across the New Bridge Group if required.

	7.
	To undertake any other additional duties commensurate with the grade of the post. 




	CONTACTS

Pupils, staff parents, carers and guardians, and visitors to the school.
Key lead professionals and representees from the Local Authorities.




	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT


	Responsible to:

	Headteacher

	Responsible for:

	EHCP Administrator



	SPECIAL CONDITIONS 

DBS required – Enhanced




	
	DATE
	NAME
	POST TITLE

	PREPARED

	July 2017
	Suzanne Smith
	HR Manager

	REVIEWED

	September 2021
	Simon Smith
	Executive Director - HR

	REVIEWED

	July 2022
	Alison Tootill
	Head of Site

	REVIEWED

	November 2025
	David Butterworth
	Headteacher













PERSON SPECIFICATION – EHCP Coordinator

PLEASE PROVIDE DETAILED EVIDENCE AGAINST THE EMBOLDENED CRITERIA BELOW IN YOUR APPLICATION

	
	Selection Criteria
Essential
	Selection Criteria
Desirable
	How Assessed

	
Education & Qualifications
	
NVQ level 3 – Learning, Development & Support Service (LDSS) or equivalent

GCSE English Language grade ‘C’ or equivalent

	
NVQ level 4 – Learning, Development and Support Service (LDSS)


	
AF



AF / I

	
Experience
	
Experience of working with children and young people to support them in overcoming barriers to their personal, social or learning development

Experience of making assessments of children and young people to identify their individual needs

Experience of drawing up individual action plans, monitoring their implementation and making adjustment relating to pupil progress or changes in circumstances

Experience of using computer packages for word processing, spreadsheets, databases, e-mails and researching information

Experience of undertaking a wide range of office-based administration and clerical tasks, including financial procedures and responsibilities

Experience of working in a team collaboratively to share ideas and achieve objectives 
Experience of effective partnership working with key local educational authorities, including:

* The issuing and maintenance of EHCPs
* Reviewing and monitoring of the provision of provision for pupils with an EHCP through the review process.
* Supporting complex admissions.
 
Experience of following instructions, procedures, and policies.

Experience of representation at educational tribunals.

Experience of preparing and delivering support and training to a range of audiences.


	

	
AF / I





AF / I





AF / I





AF / I




AF / I





AF / I



AF / I




AF / I 








AF / I 




AF / I 


AF / I

	
Skills & Abilities
	
Communication skills to influence, persuade, motivate and engage with a wide range of children, young people and their families including presenting to a wide range of audiences

Interpersonal skills to form and maintain positive working relationships with students, their families, colleagues, and other education/healthcare professionals and partner organisations

Listening skills to support children, young people and their families through understanding their point of view in a non-judgemental approach

Creative skills to develop a range of different options and alternatives that will support children and young people to engage in the learning process

Analytical skills to interpret information, determine different options for action and feasibility of proposals to solve difficult problems

Initiative to plan and prioritise own workload and respond to unexpected problems using recognised procedures and policies as a guide

Organisational skills to manage time effectively, meet potentially conflicting deadlines and work without close supervision

Ability to work with external key partners and professionals, to ensure the best outcomes for children and families.
	






	
AF / I






AF / I







AF / I 




AF / I 







AF / I 





AF / I 





AF / I 



AF / I





	
Knowledge

	
Knowledge and understanding of the range of potential barriers to learning and attending school faced by children and young people

Knowledge of how these barriers can be overcome or mitigated to reduce their impact on children and young people

Detailed knowledge of relevant legislation and government initiatives and how that relates to the curriculum within the school, including how school places are commissioned.

Knowledge and understanding of data protection and confidentiality issues 

Knowledge of safeguarding, including CAF processes, and child protection issues with knowledge of appropriate action to take if a disclosure is made 

	


	

AF / I





AF / I



AF / I 







AF / I 



AF / I





	
Work circumstances
	
To work across the New Bridge Group if required 

To work occasionally out of hours work to support school functions

	

	
I


I



Abbreviations: AF = Application Form; I = Interview.

N.B. – Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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