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	EHCP Coordinator

	Red Kite Learning Trust is committed to safeguarding and promoting the welfare of children and expects all colleagues and volunteers to share this commitment. Appointments will be subject to an advanced DBS disclosure.
Red Kite Learning Trust is an equal opportunities employer and welcomes applications from people of all backgrounds. We are committed to building a diverse workforce that reflects the communities we serve and to fostering a positive, inclusive culture that promotes equality, colleague wellbeing and professional development.

	Role Summary

	This role reports to the Assistant Headteacher SENCO with responsibility for new and existing Education, Health and Care Plans (EHCPs). Leading and managing all processes relating to EHCPs including consultations, applications, mediations tribunals and annual review. Working closely with parents and external agencies this role requires excellent organisational and communication skills, alongside the ability to effectively and efficiently chair and manage multi-agency meetings.
Flexible Working: Red Kite Learning Trust recognises the importance of achieving a healthy work-life balance and is committed to supporting flexible working where possible. We welcome conversations about flexible working arrangements throughout the recruitment process. While the requirements of individual roles and service needs will be considered, requests will be reviewed fairly and on an individual basis to support both colleagues and our Trust.

	Role Profile

	
EHCP Applications and Consultations
· Co-ordinate list of students requiring EHCAR applications, liaising with key staff to prioritise 
· Be responsible for preparing applications (EHCAR) for Education Health Care Plans (EHCP), working with parents or carers and the pupil, other school staff, educational psychologists, health and social care professionals, and any other associated external agencies 
· Identify outcomes and provision and submit school advice to the local authority when requested within statutory timeframes 
· Respond to all phase transfer and ‘in year’ EHCP consultations within statutory timeframes and in line with the Equalities Act statutory guidance 
· Respond to all local authority requests for further information regarding declined consultations
EHCP Reviews and Compliance
· Manage the annual schedule of EHCP reviews 
· Co-ordinate each review meeting within timeframes to allow for the gathering and sharing of all relevant paperwork to attendees 2 weeks before the meeting 
· Co-ordinate and chair statutory annual reviews and interim/urgent reviews when necessary 
· Complete all EHCP paperwork including the plan and review document 
· Submit all EHCP paperwork to the local authority in a timely manner including specialist reports, assessments and compile evidence for funding increase requests if appropriate 
Dispute Resolution and Tribunal
· To attend informal and first line dispute resolution including mediation and to support any requirement for tribunal with high-quality evidence and information 
Provision, Resources and Referrals
· Identify resources needed or referred to within EHCPs to meet the needs of pupils 
· Complete referrals to external agencies, as directed by SLT or as agreed in reviews 


Wider SEND and Pupil Support
· Contribute to Personal Education Plans (PEPs) for Looked After Children 
· To keep abreast of relevant developments in the field of SEND and to participate in training and development opportunities to ensure compliance with any updated statutory process or legislation 
Partnership Working and Representation
· Represent school at meetings organised by support services and external agencies 
· Communicate effectively with students, parents and carers and collaborate with colleagues and other relevant professions within and beyond the school 
School Contribution and Team Working
· To have a commitment to the agreed whole School vision, values and goals as detailed in the school’s development plans. To positively promote and contribute to the team ethos of the school 
· To take an active part in internal meetings/working groups
· tasks
· Deputise for Attendance Officer where required
Trust-wide Responsibilities
· Contribute to the mission, values and goals of Red Kite Learning Trust
· Comply with all Trust and school policies and procedures including safeguarding, health and safety, confidentiality and data protection
· Attend and participate in relevant Trust meetings and activities
· Ensure safeguarding procedures are followed and applied effectively at all times

The role holder must demonstrate a flexible approach to the role and may be required to undertake duties not specifically identified in this profile, provided they are consistent with the general scope, grade and responsibilities of the post.



	 People Profile

	[bookmark: _Hlk78541355]Qualifications, Knowledge and Experience

	Essential

	Knowledge of SEND legislation, the SEND Code of Practice and current national developments for CYP with SEND


	In depth knowledge of outcome focused assessment, review processes and co-production to meet individual needs


	In depth knowledge of person-centred planning and multi-agency approaches to case work


	Knowledge of early identification and intervention


	Knowledge of Local Authority SEND policy and procedures


	Knowledge of high need funding methodologies for SEND


	Knowledge and understanding of safeguarding and child protection procedures and their application when working with children and young people

	Experience in children’s services including management of cases with complex legal, professional and ethical issues including case conferences and other statutory processes and procedures

	Experience of working with children and parents

	Some experience of working with children and young people with SEND or additional needs

	Experience of working within a SEN legislative context

	Experience of working within statutory guidance and within strict statutory timelines 

	Experience of working with partner agencies


	Experience of effectively handling complaints and questions at an informal level with the aim of local dispute resolution

	Desirable

	Qualified teacher status and Degree level qualification

	Formal qualifications in SEND or the National SENCO Award

	Personal Attributes 

	Essential

	Highly competent verbal, written and facilitation communication skills

	Ability to form good working relationships and influence others

	Ability to chair and facilitate meetings which may be contentious or challenging with empathy and in a sensitive manner

	Sound knowledge and understanding of SEND legislation, statutory guidance and EHCP processes

	Ability to work to strict legislative guidance and timelines

	Ability to analyse, interpret and synthesise information from a range of sources to inform decision-making and appropriate provision

	Ability to maintain a high level of accuracy and attention to detail when preparing and submitting complex documentation

	Good decision-making and organisational skills and high levels of self-motivation

	Ability to work under pressure and to meet deadlines

	High level of resilience

	Ability to advocate effectively for the needs of pupils and constructively challenge where appropriate

	Ability to handle sensitive and confidential information with discretion and professional judgement

	Ability to demonstrate initiative, flexibility and a proactive approach when responding to changing priorities and demands

	Ability to work within and contribute to an effective team

	Capacity to evaluate and develop

	Commitment to Safeguarding and Promoting the Welfare of Children and Young People

	Essential

	An appropriate motivation to work with children and young people

	Ability to maintain appropriate relationships and personal boundaries with children and young people

	Emotional resilience in working with challenging behaviours and appropriate attitudes to the use of authority and maintaining discipline
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