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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Pupil Officer/EHCP Coordinator
Salary:	SO1 SCP29-31
[bookmark: _Hlk204262793]Hours of Work:	37 hours per week, term time only + 5 days	
Post Status:	Permanent 
Disclosure level:	Enhanced
Responsible to:	Headteacher / Deputy Headteacher / SENCO

Role Overview
To coordinate and oversee all aspects of Education, Health and Care Plan (EHCP) administration, annual reviews, and pupil information management, ensuring statutory compliance and supporting high-quality provision for pupils with Special Educational Needs and Disabilities (SEND). The post holder will work collaboratively with families, staff, local authorities and external agencies to ensure pupils receive appropriate support and achieve positive outcomes. 


Responsibilities
EHCP Coordination and Administration 
· Coordinate the administration and monitoring of all EHCPs across the school.  
· Maintain accurate and up-to-date records relating to EHCPs, annual reviews, consultations and statutory processes.  
· Ensure annual reviews are scheduled, organised and completed within statutory timescales.  
· Prepare and distribute review documentation to families, professionals and local authorities.  
· Collate advice and reports from relevant professionals in advance of annual reviews.  
· Produce high-quality review paperwork and submit documentation to local authorities within required deadlines.  
· Track amendments, consultations and placement requests, ensuring timely responses.  
· Maintain oversight of key statutory deadlines and provide reports to senior leaders.  

Pupil Information Management 
· Maintain accurate pupil records, including pupil consultations, tribunals, admissions, leavers and transitions.  
· Support the management of pupil data relating to SEND, attendance, safeguarding and provision mapping as required.  
· Produce reports and information for senior leaders, governors and external agencies.  
· Ensure confidentiality and compliance with GDPR requirements. 

Partnership Working 
· Act as a key point of contact for families regarding EHCP processes and annual reviews.  
· Develop positive relationships with parents, carers and professionals.  
· Liaise effectively with local authority officers, educational psychologists, therapists, social care professionals and health colleagues.  
· Support families to understand statutory processes and contribute meaningfully to reviews and planning.  


Supporting Aspirational Outcomes 
· Ensure pupil voice is gathered and reflected within annual reviews and EHCP documentation.  
· Support staff in ensuring EHCP outcomes remain ambitious, person-centred and focused on preparation for adulthood.  
· Promote collaborative approaches that place children and young people at the centre of decision-making.  
· Monitor the quality of EHCP documentation and identify areas for improvement.  

Quality Assurance and Compliance 
· Support the school in meeting its statutory duties under:  
· The Children and Families Act 2014  
· The SEND Code of Practice (2015)  
· Equality Act 2010  
· Data Protection legislation  
· Contribute to audits, inspections and quality assurance activities.  
· Maintain systems to monitor compliance and identify risks relating to statutory processes.  
· Produce regular reports on EHCP status, review completion rates and statutory compliance.  

General Responsibilities 
· Participate in relevant training and professional development.  
· Attend meetings as required.  
· Contribute to the wider life of the school.  
· Undertake other duties appropriate to the grade and nature of the post.  

















Person Specification 
Essential Qualifications 
· GCSE English and Mathematics (Grade C/4 or above) or equivalent.  
· Relevant administrative qualification or equivalent experience.  

Essential Knowledge and Experience 
· Experience of working within an educational, SEND or local authority environment.  
· Understanding of the SEND Code of Practice and EHCP processes.  
· Experience of managing complex administrative systems and records.  
· Experience of organising meetings and coordinating multiple stakeholders.  
· Excellent ICT skills, including Microsoft Office and database management systems.  

Essential Skills and Attributes 
· Experience of coordinating and leading the administration of EHCP annual reviews.  
· Excellent organisational and time-management skills.  
· Strong written and verbal communication skills.  
· High level of accuracy and attention to detail.  
· Ability to manage competing priorities and meet deadlines.  
· Ability to work independently and as part of a team.  
· Professional, confidential and solution-focused approach.  
· Strong interpersonal skills and ability to build effective relationships with families and professionals.  

Desirable 
· Experience of working within a specialist or SEND setting.  
· Knowledge of local authority SEND processes.  
· Experience of using school management information systems.  


[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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