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Job Description
 
	Job Title:
	EHCP Administrator
 

	Pay Band:
	 C1
 

	Responsible to:
	Office Team Leader
 

	Hours of Work:
	37 hours – Term time only
 


     
Values, Aims and Ethos
Our ethos and values are at the core of everything we do. 
 
Aims
We aim to enhance educational, physical, personal and spiritual development and well-being, by taking into account the individual needs of all learners in the school environment. By working together as a multi-disciplinary team, the school aims to provide a holistic approach to learning.
 
Mission Statement/ Ethos
 Personalised pathways to successful learning and continuous achievement.
 
Core Values
At the East SILC we believe that ‘Every Day is a Chance to SUCCEED’. We provide a bespoke system that underpins and runs throughout our core values for staff, learners and all stakeholders. 
	S
	Support 
	–
	Support and provide opportunities for all learners and staff members to maximise their potential.

	U
	Understanding 
	–
	Understand the individual needs of all our learners.

	C
	Compassion 
	–
	Awareness, kindness and providing positivity for self-worth.

	C
	Commitment 
	–
	Commitment to the learning and growth of all staff through Professional Development and delivering a personalised learning experience for all learners.

	E
	Empathy 
	–
	To understand or feel what another person is experiencing.

	E
	Enjoyment 
	–
	Exciting and meaningful learning and enthusiasm for work.

	D
	Dignity
	–
	Respecting feelings, cultures and values and treat each other as individuals. We promote the right to feel valued and respected.


   
        
Role:
Responsible for a defined caseload and act as the named EHCP Administrator in line with the Special Educational Needs Code of Practice.  Work in partnership with parent/carers and professionals to coordinate the annual Educational Health and Care Plan (EHCP) process.
 
Responsible for the quality assurance of monitoring and evaluation of compliance with the statutory process.  
 
Main Duties:
· Conduct quality assurance checks for all amended EHCPs, liaising with teachers and leadership to ensure they meet high standards.
· Plan and compile the schedule for EHCP annual reviews around teacher timetables in accordance with LEA deadlines.
· Liaise with parent/carers and professionals regarding invites.
· Create and distribute Annual Review meeting invitation letters and e-mails to parent/carers and professionals.
· Liaise with teachers and professionals, collating relevant information and documentation relating to EHCP annual reviews, Transitional Review Reports and other paperwork.
· Ensure all communications and contacts are proactive, supportive, timely and constructive to maintain confidence and good working relationships with Parent/Carers, Teaching Staff and Professionals.
· Collate reports, copy and distribute relevant paperwork.
· Attend and scribe at Annual Review meetings.
· Ensure all written correspondence and documents are accurate and well structured, and records maintained to a high standard.
· Manage workload to ensure all reviews are managed within agreed timescales and deadlines.
· Liaise with Head of School and teaching staff to accept draft and final EHCP’s from the Local Authority (LA).
· Collate data related to the EHCP process as requested by leadership.
· Implement, monitor and manage the EHCP process in accordance with confidentiality policies.   
· Monitor and manage learner records, word and excel documents, and maintain accurate data.
· Retrieve and manage electronic documents from professionals and the Local Authority (LA), and update Admin systems.
· Liaise with the Local Authority (LA), collate relevant information, communication/enquiries relating to caseloads.
· Cascade all relevant information to parent/carers and professionals.
· Provide support for staff training in the EHCP procedure. 
· Provide support to team members with EHCP processes and procedures.  
· To ensure promotion and support of equal opportunities and Health and Safety.
· To be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To be aware of and support difference and ensure equal opportunities for all.
· To contribute to the overall ethos/work/aims of the school.
· To appreciate and support the role of other professionals.
· To participate in training and other learning activities and performance development as required.
· Ability to communicate effectively at all levels.
· To undertake any other administrative tasks to support the general work of the school office.
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