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SENDCo Administrator

Meanwood CE Primary School is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard of sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership. 

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share the same commitment. 
Job details

Salary: A1/B1 .2
Hours: Part-time - 0.4 (2 days a week) 8.30 – 3.30 – 1 hour lunch
Contract: Temporary (1 term initially- 1st September – 31st December)
Responsible to: SENDCo 

Job Purpose

To provide effective administrative and organisational support to the SENDCo, contributing to the smooth and compliant operation of SEND provision across the school. The role supports the identification, documentation and monitoring of pupils with Special Educational Needs and Disabilities (SEND), while maintaining accurate records and liaising with parents and external professionals as required.

Key Responsibilities

Administrative Support

Undertake a wide range of administrative tasks to support the SENDCo.

Assist in the creation, updating and organisation of SEND documentation, including:

· Education, Health and Care Plans (EHCPs)

· Individual Health Care Plans (IHCPs)

· Behaviour plans

· Risk assessments

Ensure all documentation is accurate, up to date, clearly presented and stored securely in line with GDPR requirements.

Liaison and Communication

· Liaise with parents and carers regarding consent for assessments, referrals and documentation.

· Support clear and professional communication between school, families and external agencies when directed by the SENDCo.

· Maintain confidentiality and handle sensitive information with discretion at all times.

Data Management and Record Keeping

· File SEND-related documents accurately, both electronically and in paper format.

· Maintain and update spreadsheets and tracking systems containing pupil and staff information, ensuring data accuracy and compliance.

· Support monitoring of SEND provision and interventions through record keeping and data updates.

Support for SEND Processes

· Assist with preparation for SEND meetings, reviews and annual reviews, including collation of paperwork.

· Support compliance with statutory SEND requirements and school policies.

· Carry out other duties as reasonably requested by the SENDCo or Senior Leadership Team.
This job description may be amended at any time in consultation with the postholder.

At Meanwood CE Primary School we will continuously strive to ensure that everyone in our school is treated with respect and dignity. Each person in our school will be given fair and equal opportunities to develop their full potential with positive regard to gender, ethnicity, cultural and religious background, faith, sexuality or disability. We are committed to providing equality and fairness through our recruitment and employment practices and not to discriminate on any grounds.

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Vision

To ensure every person is valued, nurtured and empowered to achieve their full potential.​
“Love one another as I have loved you” (John 15:12).
Values

Open Hearts, Open Minds, Open Arms.

Headteacher’s signature: ________________________________________________

Date: ___________________________________________

Potholder’s signature ___________________________________________________

Date:  ___________________________________________
