Transition, Assessment and Medical Admin/Welfare Coordinator 
Job Description 


	Post title
	Transition, Assessment & Medical Admin/Welfare Coordinator  

	School:

Salary and grade:

Duration:
	Belvue School
To be confirmed 
1 Year Fixed Term 

	Line manager/s:
	TBD – transition working with all SLT, Assessment working with Assessment Lead, Medical/Welfare working with Safeguarding with Deputy Head & New Admin Systems SBL.

	Supervisory responsibility:
	None


Duties and responsibilities 
Transition Administration Duties

· Coordinate the administrative process for Local Authority consultations regarding potential pupil placements.
· Maintain an accurate consultation, admissions and transition tracker, recording dates received, response deadlines, visits, decisions, start dates and outstanding actions.

· Download, organise and securely store consultation documents, including Education, Health and Care Plans and associated professional reports. Check documentation for completeness and request missing information from the Local Authority, families, current schools or other professionals.

· Arrange pupil observations, consultation meetings, school visits, parent meetings, tours and transition activities under the guidance of the Transition/Assistant Teacher 
· Liaise professionally with Local Authority officers, parents and carers, mainstream schools, special schools, health professionals and other education providers.
· Draft routine correspondence and the administrative sections of consultation responses for approval by the designated senior leader.

· Monitor statutory and Local Authority deadlines and provide timely reminders to relevant staff.

· Ensure that consultation records clearly evidence the information received, the school’s consideration and the response submitted.

· Once a placement is agreed, coordinate the administrative arrangements for the pupil’s admission and transition into the school

· Act as a welcoming and responsive point of contact for new pupils and their families.

· Prepare and issue admission forms, consent documents, medical forms, pupil information packs and transition materials.

· Liaise with the pupil’s current school to obtain relevant educational, safeguarding, attendance, behaviour, medical, communication and pastoral information.

· Prepare pupil profiles and transition summaries using information approved by the relevant lead.
· Support communication with families before admission, directing specialist or decision-making queries to the appropriate member of staff.
· Assist with prospective-parent events, open mornings, induction sessions and transition programmes.

· Produce consultation, admissions and transition information for senior leaders and governors when requested.

· Maintain confidentiality and comply with data-protection requirements when receiving, storing or sharing sensitive pupil information.

Assessment Administration Duties

· Support the Assessment Lead with ongoing assessment and monitoring tasks.
· Check staff uploads against Key Performance Indicators (KPIs) on Earwig at the end of each half term.
· Check Teaching Assistant (TA) uploads on Earwig fortnightly and monitor parent logins fortnightly, following up where needed.
· Chase teachers in October and March to upload targets to Google Drive and check teacher records for individual students twice per year (January and June) 
· Cutting and pasting PLIMS targets for teachers on the school systems
· Check “WOW’s” termly to ensure consistency and report any concerns about quality to assessment lead.
· Produce data and monitoring reports to support the Assessment Lead and SLT in tracking and improving assessment processes.
· To monitor parental logins half termly and share any concerns with Assessment Lead/Class Teacher 
· Under the direction of the assessment lead generate and collate assessment reports
Medical Administration/Pupil Welfare
· Act as a central administrative contact for routine pupil medical and welfare matters.

· Maintain accurate and confidential pupil medical records, including information relating to allergies, medication, health conditions, emergency arrangements and healthcare plans.

· Obtain and record updated medical information from parents and carers when pupils join the school and at agreed review points.

· Support the coordination and review of Individual Healthcare Plans, working with families, school staff, nurses and other healthcare professionals and ensure that agreed plans are signed, current, securely recorded and shared with relevant staff.
· Ensure that relevant medical information is available to authorised staff while maintaining appropriate confidentiality.

· Maintain records of medication received, administered, returned or disposed of in accordance with school policy.

· Use schools system to monitor medication records and alert the appropriate lead to missing information, approaching expiry dates or other concerns.
· Administer prescribed medication and agreed first aid only when appropriately trained, authorised and working in accordance with the pupil’s healthcare plan and school procedures.
· Support pupils who become unwell or require welfare assistance during the school day, seeking qualified medical or senior staff support where necessary.

· Contact parents and carers regarding illness, injury, medication or other welfare matters under the direction of the appropriate lead.
· Supporting the completion and filing of accident, incident and medical records, including online Local Authority reporting where required.

· Ensure that medical rooms, first-aid supplies and medication storage areas are organised, appropriately stocked and secure under the direction of the school nurse.
· Receive or collate new medication from parents or carers ensuring it is correctly labelled, in date and accompanied by the required consent and admin instructions, and record all medications received and store in accordance with the school’s medication policy.

· Assist with medical arrangements for educational visits, off-site learning and residential activities.

· Share urgent medical or safeguarding concerns immediately with the appropriate designated member of staff.

· Respect pupils’ dignity, privacy, communication needs and individual levels of understanding at all times.

· Co-ordinate the collection of medication for students joining Belvue School including the annual Year 7 transition process 

· Generate reports from schools medical tracker system
· First Aid Trainer – Undertake Course 
Note

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.

	Signature of post holder:
	
	Date:
	 /        /

	Signature of headteacher:
	
	Date:
	 /        /
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