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JOB DESCRIPTION
Post title:  
School EHCP Co-ordinator - Uppingham Community College  

	Grade:	 
	NJC Scale 6, point 18-22

	Salary:  	 
	In line with national support staff pay scales

	Responsible to:  
	Lisa Oliver, Assistant Headteacher / SENCo / Science Teacher

	Contract Type:   
	Part Time - permanent

	Line Managing:
	 Assistant Headteacher / SENCo 



	Trust Values 

	


Inclusion: Include, value and respect each other
· We create a community that is welcoming and inclusive to all.
· We increase the presence, participation, and achievement of all.

Sustainability: Act and think about the stainability of all our actions
· We make decisions based on long term impacts rather than short term gains.
· We take actions to reduce the impact on our environment and raise awareness with adults and pupils.

Partnership: A willingness and a desire to work effectively with others
· We learn from organisations outside of our setting to improve our practice.
· We create impact which is not possible by working in isolation.

Integrity: Demonstrate sound tomorrow and ethical principles
· We do the right thing, even when circumstances might be difficult.
· We ensure our actions are consistent with our words.

Respect: Treat everyone with respect and fairness
· We are thoughtful of others and act with kindness.
· We promote diversity of thought, ideas and people.

Excellence: Strive for excellence in all we do
· We focus on what matters to deliver ambitious outcomes for all.
· We create a culture of continuous learning and innovation to drive improvements.

School Values

At Uppingham Community College, the core values of Kindness, Honesty and Respect form the cornerstone 
of our school culture. It is therefore paramount for all colleagues at UCC to model these at every opportunity so that we create the conditions where everyone can thrive in their learning, development and achievement. 


Job Purpose

· To work closely with the SENCo and SEND leadership team to monitor and co-ordinate provision for pupils with EHCPs (Education, Health and Care Plans). 
· Ensure that statutory responsibilities are met and that the school remains fully compliant in its SEND provision.
· To support the UCC vision ‘Everyone at UCC thrives’  


Main Roles and Responsibilities	 

· Co-ordinate the Annual Review process for all pupils with EHCP documentation.
· To prepare and organise the annual review cycle following correct procedure for all local authorities linked to the school.
· Ensure compliance with all statutory duties relating to EHCPs, liaising with local authorities and external professionals as required, ensuring Annual Reviews, amendments and correspondence are completed in line with legal requirements and best practice.
· Maintain a thorough knowledge of each pupil’s EHCP, particularly Sections B, F and E ensuring all educational and therapeutic interventions are clearly understood up to date and appropriately implemented.
· Monitor the delivery of interventions and support detailed in Section F ensuring they are in place and regularly reviewed for effectiveness, in collaboration with the SENCo and teaching staff.
· Support the SENCo and SEND leaders in preparing for inspections, audits and internal reviews relating to SEND provision and statutory compliance.
· Play a key role in the transition of EHCPs between settings and key stages.
· Advise SLT regarding the school’s statutory duties in regards, to EHCP and associated responsibilities, for example Personal Budget regulations.
· To work closely with SLT to ensure that the school is statutory compliant with all relevant legislation.
· In liaison with the Assistant Head teacher, to advise class staff about best practice in providing meaningful evidence towards the Annual Review of EHCPs.
· To attend relevant Continued Professional Development courses to ensure compliance of relevant regulations.
· To ensure summative reports from school and other relevant professionals are collated and distributed in line with the school’s statutory duties.
· To proofread all reports prior to the being issued and ensure that the quality of the report is of a professional standard.
· To contribute towards quality assurance processes for the EHCP Annual Review and the assessment process, adjusting practice in light of findings in a cycle of continuous improvement.
· To liaise with the Assistant Headteacher in developing suitable training for all staff in the school’s statutory duties, and best practice in regard to EHCPs.
· To contribute to the design and development of new processes, procedures and ways of working as required.
· To liaise with the relevant staff responsible for transition for pupils at phase transfer, e.g. years 6, 9 and 11.
· To keep and up to date record of contacts of key professionals working with each pupil.
· To contribute to the writing of IEP’s and subsequent monitoring of targets.

Safeguarding & Equality
· Adhere to the school’s safeguarding and child protection policies to ensure student welfare.
· Promote inclusivity and equal opportunities in teaching and learning.
· Uphold the professional expectations of the Teachers’ Standards in all aspects of practice.

As job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties which are broadly in line with above key responsibilities.  They may be asked to cover cluster leadership roles and responsibilities if required. The post-holder is expected to observe and comply with all UCC’s policies and regulations, for example, safeguarding, health and safety, EVC, data protection etc.


Skills / Knowledge
	Essential 
	Desirable

	Educated to ‘A’ Level or equivalent 
	SENCo Qualification

	Excellent knowledge of the SEND Code of Practice (2015) and statutory requirements related to EHCPs.
	Knowledge of schools, local authority and national funding arrangements for children and young people with SEND

	Outstanding organisation and administrative skills, with a keen eye for detail.
	

	Strong written and verbal communication skills
	

	Ability to work independently, prioritise tasks and manage sensitive information with discretion.
	

	Confidence working with local authorities, families and multi-disciplinary teams in a respectful and professional manner.
	

	Proficiency in using digital tools for data management, report writing and tracking provision.
	

	The Children and Families Act 2014
The Special Educational Needs and Disability regulations
The Special Educational Neds (Personnel Budgets) Regulations
The Education Act 1996 and 2011
The Education and Skills Act 2008
	

	Good working knowledge of the Local Offer for children and young people with SEND residing in Rutland, Northants and Leicestershire.
	

	Highly developed communication skills, both written and oral.
	

	Highly developed skills of analysis to interpret information and draw appropriate conclusions and findings.
	

	Ability to organise and prioritise work effectively to meet deadlines
	

	Ability to facilitate effective co-working of participants towards co-produced and shared goals and outcomes
	

	Ability to work constructively with a wide range of people and organisations and get shared ownership of co-designed solutions.
	

	Skilled in use of office IT software and systems, including Word, Excel, email and web-based platforms.
	

	Evidence of successful building of relationships from a wide range of people and organisations.
	

	
	Experience of working within a legal or regulatory context of framework.

	
	Experience of working with children and young people with special educational needs in an educational setting.
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