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Job Description

	Job Title
	SEND and Pastoral Administrator

	Pay Scale
	Scale 8 

	Department
	SGS Forest High School

	Contract Type
	Permanent, Term Time Only

	Hours
	37 hours per week

	Reporting to:
	Assistant Headteacher (working closely with SENCo, DSL, Pastoral Team and Admin Manager)

	Main Purpose

	[bookmark: _Hlk102981320]Forest High School is a fully inclusive secondary school committed to ensuring that every student receives the support they need to achieve academically, socially and emotionally.

The Pastoral and SEND Administrator plays a key role in supporting the school's attendance, behaviour, safeguarding and SEND systems. The postholder will provide high-quality administrative support to ensure that statutory processes, pastoral interventions and student support arrangements are delivered effectively, accurately and within required timescales.

The role will act as a key point of contact for parents, carers, staff and external agencies, supporting the work of the Assistant Headteacher (Inclusion), SENCO and wider pastoral team.


	KEY RESPONSIBILITIES

	SEND Administration

	· Coordinate the school's annual EHCP review programme and ensure all statutory deadlines are met.
· Schedule annual review meetings with parents, carers, staff and external professionals.
· Prepare, distribute and collate documentation required for annual reviews.
· Attend Annual Reviews at Forest High and at other settings (transition reviews) on behalf of the school. 
· Take accurate minutes and maintain records of review meetings.
· Produce and distribute annual review paperwork within agreed timescales.
· Submit required documentation to the Local Authority.
· Maintain accurate and up-to-date SEND records using school systems.
· Support the SENCO with correspondence, reports and statutory returns.
· Maintain records relating to SEND interventions, provision maps and support plans.
· Liaise with parents, carers and external agencies regarding SEND matters.


	Attendance Administration

	· Support the monitoring and administration of student attendance.
· Produce attendance reports and intervention documentation.
· Prepare and submit referrals to the local authority for Fixed Penalty Notices, including gathering evidence of unauthorised absence and maintaining accurate records of all FPN-related correspondence and outcomes.
· Arrange attendance meetings with parents and carers. Coordinate attendance intervention meetings (AIM), including scheduling, preparing documentation, taking minutes, and tracking agreed actions.
· Maintain attendance records and action plans.
· Support attendance improvement initiatives and intervention programmes.
· Liaise with families regarding attendance concerns as directed by pastoral leaders.
Liaise with the local authority attendance team and external agencies regarding attendance cases requiring multi-agency support.
Support for internal truancy when students are not in lessons as notified by the ‘on call’ chat.



	Behaviour and Pastoral Administration

	· Administer the school's behaviour systems and processes.
· Prepare and distribute behaviour-related correspondence.
· Maintain records relating to detentions, internal suspension and other sanctions.
· Coordinate suspension administration, including statutory documentation and communication with parents.
· Arrange reintegration meetings and maintain associated records.
· Support pastoral leaders in tracking interventions and outcomes.
· Produce reports relating to behaviour, attendance and pastoral support.


	Safeguarding Administration

	· Provide administrative support to the Designated Safeguarding Lead and safeguarding team.
· Act as a Deputy Designated Safeguarding Lead (DDSL), supporting the school's safeguarding procedures and contributing to the protection and welfare of students.
· Maintain confidential safeguarding records in accordance with statutory requirements.
· Support referrals to external agencies and services.
· Arrange safeguarding meetings and prepare relevant documentation.
· Ensure safeguarding information is recorded, stored and shared appropriately.


	Student Welfare and Inclusion

	· Support administration relating to student welfare, medical plans and PEEPs.
· Create and review student risk assessments.
· Maintain accurate records of student support arrangements.
· Support the coordination of external agency involvement.
· Assist in the administration of alternative provision and off-site placements where required.
· Support transition arrangements for vulnerable and SEND students.


	Communication and Liaison

	· Act as a professional point of contact for parents, carers, staff and external agencies.
· Respond to enquiries and ensure matters are directed appropriately.
· Maintain positive and effective working relationships with all stakeholders.
· Support communication regarding pastoral, safeguarding and SEND matters.


	Data Management and Reporting

	· Maintain accurate electronic and paper-based records.
· Produce reports, data summaries and correspondence as required.
· Administrate the use of Arbor to collect and collate Assessment Point (AP) data three times a year and report to parents.
· Upload Assessment Point (AP) and summer exam results onto SISRA. 
· Ensure compliance with GDPR and confidentiality requirements.
· Support internal and external audits relating to SEND, attendance, safeguarding and pastoral provision.


	General Responsibilities

	· Support Exams administration in the school. 
· Provide support as an invigilator as required.
· Reprographics support as needed. 
· Provide support to wider school administration functions during periods of peak demand.
· Attend meetings and training as required.
· Participate in appraisal and professional development processes.
· Be a First Aider. 
· Undertake duties commensurate with the grade of the post as reasonably directed by the Headteacher or line manager.


	Safeguarding Responsibilities

	Forest High School is committed to safeguarding and promoting the welfare of children and young people.

The postholder will:
· Be familiar with statutory safeguarding guidance, including Keeping Children Safe in Education.
· Maintain confidentiality and professional boundaries.
· Report concerns immediately in accordance with school procedures.
· Participate in safeguarding training and updates.
· Promote the welfare and wellbeing of all students.




	Person Specification

	Criteria
	Essential
	Desirable
	Assessed by

	Qualifications and Professional Development


	GCSE Grade 4/C or above in English and Mathematics (or equivalent).
	
	
	Application form

	Business Administration qualification or equivalent.
	
	
	Application form

	First Aid qualification or willingness to undertake training.
	
	
	Application form

	Experience


	Experience working in an administrative role.
	 

	
	Application form/interview

	Experience maintaining accurate records and databases.
	
	
	Application form/interview

	Experience managing sensitive and confidential information.
	
	
	Application form/interview

	Experience communicating effectively with a range of stakeholders.
	
	
	Application form/interview

	Experience organising meetings, preparing documentation and maintaining records.
	
	
	Application form/interview

	Experience working within a school or educational setting.
	
	
	Application form/interview

	Experience supporting SEND, attendance, behaviour or safeguarding processes.
	
	
	Application form/interview

	Experience of coordinating meetings involving multiple stakeholders.
	
	
	Application form/interview

	Experience of minute-taking and action tracking.
	
	
	Application form/interview

	Experience using Arbor or a similar Management Information System.
	
	
	Application form/interview

	Knowledge and Skills


	Excellent organisational and time-management skills.
	
	
	Application form/interview

	Strong administrative and record-keeping skills.
	
	
	Application form/interview

	Excellent written and verbal communication skills.
	
	
	Application form/interview

	Ability to prioritise workload and meet competing deadlines.
	
	
	Application form/interview

	Strong ICT skills including Microsoft Office applications.
	
	
	Application form/interview

	Ability to analyse, maintain and present data accurately.
	
	
	Application form/interview

	Understanding of the need for confidentiality and professional discretion.
	
	
	Application form/interview

	Ability to work independently and as part of a team.
	
	
	Application form/interview

	Knowledge of EHCP annual review processes.
	
	
	Application form/interview

	Understanding of the SEND Code of Practice.
	
	
	Application form/interview

	Knowledge of attendance, behaviour and safeguarding procedures within schools.
	
	
	Application form/interview

	Understanding of data protection requirements in an educational setting.
	
	
	Application form/interview

	Personal Qualities

	Professional, calm and approachable manner.

	
	
	Application form/interview

	Highly organised with excellent attention to detail.
	
	
	Application form/interview

	Resilient and adaptable.

	
	
	Application form/interview

	Able to maintain confidentiality and integrity.

	
	
	Application form/interview

	Strong interpersonal skills and ability to build positive relationships.
	
	
	Application form/interview

	Commitment to inclusion and supporting vulnerable students.
	
	
	Application form/interview

	Ability to remain effective under pressure and manage competing priorities.
	
	
	Application form/interview

	Commitment to the values and ethos of Forest High School.
	
	
	Application form/interview

	Safeguarding

	Demonstrate a clear commitment to safeguarding and promoting the welfare of children and young people.
	
	
	Application form/interview

	Understand their responsibilities under statutory safeguarding guidance.
	
	
	Application form/interview

	Be willing to undertake all required safeguarding training and checks.
	
	
	Application form/interview




This job description is intended to outline the main duties and responsibilities of the post. It is not intended to be an exhaustive list and the postholder may be required to undertake other duties commensurate with the grade and nature of the role.

The successful applicant will be required to undertake an Enhanced DBS check with Children's Barred List clearance.

Forest High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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