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Job Description – EHCP Team Administrator
Hours:	21 hours per week 
Line Manager:	EHCP Co-ordinator 
Job Purpose:	To ensure SENDCo Team runs smoothly and efficiently

MAIN AREAS OF RESPONSIBILITY:
Annual Reviews:
· Administration associated with Annual Review meetings including sending invitations to parents and practitioners; collating teacher and practitioner reports; and circulating pre- and post- annual review reports in line with statutory deadlines.
· Work with the EHCP Co-ordinator to develop the whole school annual calendar for Annual Reviews, ensuring statutory timescales for holding Annual Review meetings are met. 
· Attend Annual Review meetings as required to support the Meeting Lead by ensuring a detailed and accurate account of the meeting is recorded. 
· Review Draft Amended Plans received from the Local Authority, to ensure that formally proposed amendments are in line with the amendments proposed at the most recent Annual Review. 
SIMS and transition:
· Administration associated with transition of pupils into and out of the school in line with whole school policies/procedures, including inputting all required information into SIMS for new pupils; adding/removing pupils from roll via SIMS; setting up electronic and paper pupil files. 
· Arranging and taking notes at transition meetings where required.
· Update current pupil details on SIMS as required, including notifying and following up with relevant Local Authority(’s) when a pupil moves to a new address, in line with whole school policies/procedures.



External services/practitioners:
· Administration associated with involvement of integrated therapy services and other specialist education/health services including sending appointment notification letters to parents; updating central pupil records regarding therapy/specialist provision; booking rooms as required for clinics/appointments.
· Support with ensuring GDPR requirements are met, through obtaining written parental consent for referrals to services/practitioners, as requested by the EHCP Co-ordinator /Assistant SENDCo. 
General Administration:
· Maintain central electronic files and paper files for pupils, ensuring that relevant reports received are circulated to class leads in a timely manner.
· Ensuring that accurate records of key communications with parents, practitioners and the Local Authority are kept.
KEY KNOWLEDGE AND SKILLS:
· Ability to work in line with policies and legislation as part of day to day role, specifically the legal timeframes within which the Annual EHCP Review process has to be delivered.
· High level of organisation skills. 
· Strong written communication skills. 
· Ability to work effectively as part of a team, as well as under own initiative. 
· Able to establish positive and professional working relationships with colleagues and external professionals.
I have read the Job Description and person specification and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  

I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the EHCP Team or SLT.


Signed ______________________________		Date ____________________
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