
















Pastoral Administrator: 
Job Description

Pastoral Administrator Job Description: 

Responsible to:  Head of Student Pastoral Support

The role of the EHCP/Pastoral Administrator:

The EHCP/Pastoral Administrator is responsible for coordinating the annual review process, Safeguarding admin, EfL admin, My Concern admin, CLA /PEP Admin, Counsellor/therapists admin and supporting the Head of Student Pastoral Support and the Family Liaison Advisor. 

Main responsibilities:

Annual Review Admin

· Coordinating the annual reviews - booking dates, sending out invitations to parents/carers and external agencies, 
confirming dates with parents/carers, sharing the dates on the school calendar with relevant staff and external agencies. 
· Preparing the annual review documents and liaising with teachers to complete all relevant documents i.e. EfL, 
Strengths and needs. 
· Ensuring up to date information from the updated EHCPs to the relevant files i.e. teacher spreadsheets and EfL.
· Ensuring the annual review documents and associated paperwork is available to the teachers prior to the annual 
review meetings, ensuring paperwork is sent to Parents/carers a minimum of 2 weeks in advance as is legally required. 
· Following the annual review meetings, finalising the documents and sharing with the relevant Assistant Head for 
checking, send to the Headteacher for signing and send off to SENARS. Ensure that the annual review completion grid is kept up to date. 
· Meet with teachers regarding annual reviews and complete refresher training with teachers prior to them completing 
the annual review paperwork.  
· Update the annual review checklist and guidance as required. 
· Organising the EHCP folders at the beginning of each academic year and keeping them up to date. Ensure that all EHCP 
folders are kept confidential, only shared with relevant staff and returned to the locked cupboard. Filing old letters, EHCPs and annual review paperwork in the students main school folders. 

Safeguarding Admin

· To ensure confidentiality at all times. 
· To complete admin tasks as requested by the Head of Student Pastoral Support and Family Liaison Advisor.
· Prepare PEP and LAC paperwork and ensure these are completed by the relevant staff.
· Ensure PEP and LAC/CLA dates are on the calendars for the Head of Student Pastoral Support, Family Liaison Advisor  
and relevant staff helping to set up the meetings








· To ensure the Safeguarding grid is updated and accurate. 
· To liaise with social workers and virtual schools as directed by the Head of Student Pastoral Support and Family Liaison 
Advisor.
· Supporting the DSLs with MASH referrals and sending the referral form and additional information to the MASH team.
· Share any new counselling/therapy referral forms with the therapy team and ensure the grid is kept up to date.
· Preparing safeguarding reports for students that are leaving as directed by the Head of Student Pastoral Support. 
· Preparing safeguarding files for leavers as directed by the Head of Student Pastoral Support.

Evidence for Learning Admin

· Attend EfL webinars for training and updates.
· To ensure EfL is kept up to date with outcomes from the EHCPs and annual reviews.
· At annual review time, liaise with tutors and offer refresher sessions, and ensure that tutors have completed the      
assessment books section and PLG section within the deadline.
· Set report deadlines for teachers ready for the annual review process. 

MyConcern Admin

· The opportunity to train and become a DSL (designated safeguarding lead) under the direction of the Head DSL.
· Ensure confidentiality at all times. 
· At the beginning of each academic year ensure that the correct tutor team and relevant staff are attached to their 
students' profiles. 
· Bring attention to any urgent My Concerns to the Head of Student Pastoral Support, Family Liaison Advisor and 
relevant Assistant Head. 
· Action as requested by the Head of Student Pastoral Support and Family Liaison Advisor.
· Attend My Concern webinars/training to keep up to date.
· Complete end of year process, checking with the Head of Student Pastoral Support before filing or archiving 
information. 
· Creating reports as requested by SLT.

New students

· Create new folders in the Whole School Pupil folder on drive. 
· Enter information from the EHCPs to EfL, STOP and strengths & needs sheet/teacher spreadsheet. 
· Check medication information on the EHCP and liaise with the Therapy Coordinator. 

General Admin

· Sharing external agency reports with relevant staff and uploading to the Whole school pupil folder on drive and the 
confidential drive. 
· Receive, maintain and as appropriate share with staff any medical letters from external agencies and save on the 
confidential drive. 
· To coordinate the clinics for the eye care team, dental checks and immunisations.
· To liaise as necessary with parents and carers on an agreed basis, or when required to do so
· Any other duties as directed by the Headteacher or SLT
· At the beginning of each academic year, create the dietary requirements list and share with relevant tutors and LSAs. 
Ensure a whole school list is kept in the canteen and with the Therapy Coordinator. 
· Sending messages to Parents/Carers using Teachers 2 Parents and Dojo.
· Carry out filing, printing and photocopying. Maintain the operation of the Pastoral printer and photocopier to ensure 
It’s ready to use at all times, resolving any issues as necessary.
· Ensure all dates are written in the main office school diary i.e. annual reviews, PEPs, CLA/LAC and any visitors 
· Any other duties at the discretion of Headteacher and SLT 
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