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JOB DESCRIPTION
STUDENT PLANNING COORDINATOR
Salary Grade:

TEACHER MAIN SCALE 
Responsible to:

Deputy Headteacher
Core Purpose of Role
The core purpose of the Student Planning Coordinator is to take responsibility for the ongoing statutory framework around young people’s specific needs and will require liaison with young people, their families and the range of professionals working with them.
The Student Planning Coordinator will:

· Work closely with the Senior Leadership Team (SLT) to coordinate all Annual Reviews and provision mapping for pupils 
· Attend all above meetings and chair as necessary 
· Ensure all paperwork is completed to a high standard and returned within the statutory timescales with due regard for the financial implications

· Coordinate statutory assessments for any young people on an assessment placement
· Identify and highlight pupils who need updated assessments such as Educational Psychologist, SALT, OT and make referrals to the pastoral team.  

· Gather evidence from all stakeholders in advance of meetings to facilitate discussion to include but not limited to class teachers, careers advisor, specialist teachers. 

KEY ACCOUNTABILITIES
Shaping the future 
The Student Planning Coordinator will work with the SLT and others to develop the shared vision and contribute to a strategic plan that inspires and motivates pupils, staff and all other members of the school community and develops the ethos of the school linked to its core aims and values.

The Student Planning Coordinator will:
· Support the development of policies and practices which reflect the school’s commitment to deliver a high standard of personalised provision for our young people, which are consistent with national and school strategies 

· Coach and support members of staff in the collation and presentation of information for review meetings in order to demonstrate a consistent approach across the school
· Maintain the Matrix to ensure the correct level of funding based on pupil need and complete Exceptional Funding Bids in conjunction with the leadership team as needed

· Working alongside the careers and work experience lead, develop, implement, monitor and maintain the policies and practices which reflect the school’s commitment to deliver a high-quality transition process for young people entering and leaving the school, which prepares them for their next steps. 
· Promote the aims and objectives of the school
· Contribute to the School Development Plan

· Encourage others within the school community to share in developing and delivering the vision for the school
Leading, Learning and Teaching

The Student Planning Coordinator will be responsible, in collaboration with the SLT for raising the quality of teaching and learning and for ensuring pupil achievement within the school.  
The Student Planning Coordinator will:

· Support the identification of and disseminate the most effective teaching approaches for individual pupils
· Work with staff to develop effective ways of bridging barriers to learning through:

· Assessment and review of needs

· Target setting and monitoring pupil progress

· Collating accurate information, identifying and suggesting specialist equipment and/or interventions. Monitor and review interventions.
· Ensure that EHCP trackers are updated and used appropriately within the classroom.
· Utilise the resources available to the school in order to best meet the needs of the pupils
· Develop an ethos that supports an inclusive approach for all members of the school community

· Ensure that all members of the school community promote excellence, equality and high expectations for all pupils

· Ensure approach and documentation is consistent with our Relationship Policy
· Cover for absent colleagues as required
· Work with subject specialists to advise and source appropriate accreditation and/or specialist arrangements
· Celebrate and share good practice and raise issues of poor performance with SLT
Developing Self and Working with Others

The Student Planning Coordinator is responsible for developing effective relationships and communication, which underpin a professional learning community that enables everyone in the school to achieve.  This will involve building a successful organisation through effective collaboration with others. 

The Student Planning Coordinator will:

· Work with the SLT in carrying out their duties

· Act as a professional advisor to the School Advisory Committee as required
· Provide professional guidance to staff to secure good teaching for individual needs, through both written guidance and meetings 

· Foster an open, fair, equitable culture and manage conflict

· Collaborate and network with others within and beyond the school

· Challenge, influence and motivate others to fulfil their potential

· Give and receive effective feedback and act to improve own performance

· Maintain effective working relationships with the school community 
Resource Management
The Student Planning Coordinator is responsible for ensuring that the school is well resourced to meet individual needs and maintain a safe learning environment.
The Student Planning Coordinator will:

· Identify resources needed to meet the needs of pupils and advise the SLT of priorities for expenditure to include careers 
· Monitor and control the use of these resources

· Work with external agencies to maximise resources made available

· Establish and sustain appropriate structures and systems

· Quality assure information provided for annual reviews of pupils and hold others to account

· Quality assure formal reports to parents relating to the statutory review processes
Signed ………………………………………………….. Post Holder

Signed ………………………………………………….. Headteacher

Date ………………………………………………….. 
Woodlands School is committed to safeguarding and promoting the welfare of students. All staff are expected to share and demonstrate this commitment.
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