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School Educational Health Care Plan (EHCP) Lead


	
GRADE:      G4                                                        REPORTS TO:  Headteacher


	
PURPOSE OF JOB:
To oversee the EHC process, including attending meetings, administration support, liaison with the local authority (LA), in order to enable smooth running of the function.


	MAIN RESPONSIBILITIES, TASKS AND DUTIES

	· Manage the school/s Annual Review process by setting and agreeing a timetable with the Headteacher; advising external agencies, inviting parents and agencies to the reviews.  Ensuring all paperwork is prepopulated with student details, inputting parent / student comments etc. collating reviews electronically ensuring all sections are complete on the EHCP Hub
· To access the EHCP Hub to ensure that information is correct and up to date
· To progress and coordinate the EHCP review process and communicate all necessary information with key stakeholders
· To work within the EHCP statutory process and timeframes
· To ensure all reports are collated to inform the Annual Review meetings
· To provide management information in relation to students as required by the leadership team, in relation to EHC.
· To assist in the compilation of such reports and records, and assessment of data as may be required by the Federation, school, academy advocates, education authority or Dfe, in relation to EHC.
· To manage the whole-school Annual Review process by setting and agreeing a timetable with the Head Teacher, ensuring compliance with statutory requirements and timeframes. 
· To lead and coordinate all Annual Review meetings, ensuring they are well-organised, purposeful and person-centred, and that all statutory requirements are met. 
· To take a lead role in liaising with parents, carers, external agencies and the Local Authority, ensuring effective communication and timely sharing of information. 
· To ensure all documentation is fully prepared in advance of meetings, including pre-populating paperwork, and inputting parent and pupil views where required. 
· To collate, quality assure and input all review information on the EHCP Hub, ensuring all sections are complete and accurate. 
· To take responsibility for submitting completed Annual Reviews to the Local Authority via the EHCP Hub within statutory deadlines. 
· To monitor the progress of all reviews, addressing delays and ensuring all actions are followed through to completion.

	MANAGEMENT OF PEOPLE

SUPERVISION OF PEOPLE
No formal management or supervision is required.

	CREATIVITY & INNOVATION (what innovative & imaginative responses to issues are required to resolve problems?)

Work is carried out within a broad range of procedures and policies.  Innovation may be used for example in identifying more effective ways in providing management information.

	CONTACTS & RELATIONSHIPS (what personal contacts and relationships are required with other people and organisations to carry out the job?)

Regular contact with the Headteacher & school leadership team and teachers.
Contact with staff, parents, carers, professionals and students on a day to day basis.
Contact with external bodies.


	DECISIONS (a requirement to make decisions or recommendations.  The extent to which policies, procedures or other guidelines affect your decisions)

	a) Discretion – the post holder has the following discretions:

Decisions are made in line with established policies and procedures.

	b) Consequences – the consequences of the post holder’s decisions can be anticipated to impact on the following:

Impact on student EHCP outcomes / school which is likely to be quickly identified and remedied.

	RESOURCES (the post holder is personally accountable / responsible for the following:)

IT packages including Excel, Word, PDF software and / or internet programmes.

	WORK ENVIRONMENT

a) Work Demands (impact of deadlines and changing and conflicting priorities)

Subject to interruptions but with no significant change to the overall programme of work.

	b) Physical Demands (continuing physical effort, bending, lifting, pushing etc.

The postholder may spend prolonged periods of time at a computer.

	c) Working Conditions (exposure to disagreeable or unpleasant conditions)

General office / meeting environment.  Well-lit and ventilated conditions.

	d) Work Context (potential risk to safety & well-being, including abuse and aggression)

Potential risk to well-being through exposure to aggressive behaviour from
Pupils, verbal abuse issues with some pupils.
Contact with parents/carers could also potentially expose the postholder to physical/ verbal abuse.

	KNOWLEDGE AND SKILLS (required to be fully competent in the post)

· Essential – 3 years relevant experience in a similar role
· Relevant NVQ4 qualification

	OTHER DUTIES

The duties and responsibilities in this job description are not exhaustive.  The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside of the general scope of this grade will be with the consent of the post holder.



PERSON SPECIFICATION
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS & TRAINING



	· Relevant NVQ4, or equivalent, qualification
· Excellent literacy and numeracy skills
· Excellent ICT skills with experience of a number of programmes to include Word, Excel, Outlook, Publisher, Powerpoint and others
	· Current First Aid qualification

	EXPERIENCE



	· At least 3 years’ experience in a similar role, with a working knowledge of the SEND process around EHC’s.
· Experience of a high degree of professional autonomy in relation to the key areas of SEND administration
	· 

	KNOWLEDGE & UNDERSTANDING



	· Working knowledge of relevant policies, procedures, codes of practice and legislation including data protection, child protection and safeguarding
· Knowledge and understanding of current issues in the field of education to allow for greater contribution to the effectiveness of the school
	· Knowledge of first aid

	SKILLS



	· Advanced keyboard and IT skills
· Excellent communication, organisational and ICT skills
· The ability to produce and process documents to ensure accurate reports and information, within a EHC meeting
· The ability to organise own workload and determine priorities within the working day
· The ability to handle sensitive and confidential information and issues appropriately
· The ability to re-plan projects or activities in order to meet unexpected deadlines
· The ability to resolve complex issues, some of which are not covered by existing rules, procedures or instructions
· The ability to interpret advice / statute and to develop policy / practice in light of this
· The ability to self-evaluate learning needs and actively seek CPD
· Good time management skills
	· 

	PERSONAL CHARACTERTISTICS



	· To be able to demonstrate initiative and intuition
· Punctual
· Approachable and professional
· Present smart appearance
· A desire to have a positive impact on outcomes for children and young people
	· 

	SPECIAL REQUIREMENTS



	· An Enhanced Disclosure and Barring check will be required
· Two references will be required, one of which should be the most recent employer
	· 



Examples of evidence that could be provided in support of the Personal Learning Journey:
· Feedback from parents, professionals and staff around the EHC process
· Communications with staff internally around support for the EHC process
· Evidence of progress / completion of EHC’s and their status with the local authority

(this list is not exhaustive and is to give examples only)

I confirm that I have received a copy of this job description and person specification:


Signed ……………………………………………

Name …………………………………………….

Date ………………………………………………
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