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	Inclusion and EHCP Assistant 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. We are an equal opportunities employer which welcomes applications from all sectors of the community. We are committed to promoting diversity and want a workforce which reflects the local population of each of our schools.

	Role summary: 
The Inclusion and Assistant EHCP Co-ordinator provides high-quality administrative, organisational and operational support to the school's inclusion and SEND provision. The role supports the effective coordination of Alternative Provision (AP) and Education, Health and Care Plan (EHCP) processes, ensuring statutory requirements are met and that pupils receive appropriate, high-quality support.
Working closely with the SENDCO and EHCP Co-ordinator, the postholder assists with EHCP applications, annual reviews, consultations, funding requests and referrals, while coordinating communication with families, external agencies and school staff. The role also oversees the administration and quality assurance of Alternative Provision, monitoring its effectiveness and supporting the ongoing review of provision for individual pupils.
The postholder contributes to the continuous improvement of inclusive practice by maintaining accurate records, coordinating meetings and statutory processes, monitoring pupil provision and progress, and ensuring compliance with SEND legislation and local authority requirements. They also provide administrative support to the wider SEND function and act as a key point of contact for parents, carers and external professionals.
Flexible Working: Red Kite Learning Trust is committed to supporting work–life balance and recognises the benefits of flexible working. We welcome requests for flexible working arrangements as part of the recruitment process. While flexibility may be possible for many roles, each request will be considered on an individual basis.

	ROLE PROFILE

	
Inclusion

· Support the planning and coordination of Alternative Provision (AP) for students requiring additional support
· Produce costings for Alternative Provision and school-based interventions and maintain accurate provision maps
· Maintain oversight of all Alternative Provision arrangements across the school
· Liaise regularly with Alternative Provision providers, sharing relevant information and coordinating placements
· Undertake quality assurance of Alternative Provision providers, including gathering required documentation, conducting visits, recording findings and following up on any identified actions or concerns
· Visit students accessing Alternative Provision to monitor their engagement, progress and wellbeing, ensuring their views are captured
· Support the ongoing review and evaluation of Alternative Provision through regular meetings with school leaders, parents/carers and providers, assessing impact and making recommendations where appropriate
EHCP Coordination 
· Support the administration and coordination of Education, Health and Care Plan (EHCP) processes, ensuring compliance with statutory timescales
· Assist the EHCP Co-ordinator in identifying and prioritising pupils requiring Education, Health and Care Assessment Requests (EHCARs)
· Prepare and coordinate EHCAR applications, working collaboratively with the SENDCO, EHCP Co-ordinator, school staff, parents/carers and external professionals
· Support the identification of appropriate outcomes and provision and submit school advice to the Local Authority within statutory deadlines
· Respond to EHCP consultations, including phase transfer and in-year consultations, within statutory timescales and in accordance with the Equality Act and SEND Code of Practice
· Contribute to the planning and implementation of the annual programme of EHCP reviews
· Coordinate statutory annual reviews and interim reviews, ensuring all relevant documentation is circulated to attendees at least two weeks in advance
· Chair statutory annual review and interim review meetings where appropriate
· Complete and submit all required EHCP documentation, including review paperwork, specialist reports, assessments and evidence for funding requests, within required timescales
· Compile evidence to support requests for additional or exceptional funding where appropriate
· Coordinate referrals to the SEND Hub, MES and other external agencies as directed
SEND Administration and Record Management
· Maintain accurate and organised records relating to EHCP pupils, consultations, EHCARs and SEND Hub referrals
· Organise and maintain electronic and paper filing systems to support statutory compliance
· Coordinate visits from specialist services, including Hearing Impairment (HI) and Visual Impairment (VI) teams, ensuring information is distributed appropriately and follow-up actions are completed
· Monitor SEND email inboxes and telephone enquiries in the absence of the SEND Administrator, responding appropriately or directing enquiries as required
Monitoring, Evaluation and Pupil Support
· Assist in monitoring pupils' progress against EHCP outcomes and support the development of effective tracking system
· Identify resources required to meet the provision specified within EHCPs
· Monitor the effectiveness and impact of SEND provision and Alternative Provision, contributing to continuous improvement
· Support the implementation of inclusive practices that enable pupils with SEND to achieve positive educational outcomes
Communication and Partnership Working
· Develop positive and effective working relationships with pupils, parents/carers, school staff and external agencies
· Represent the school at meetings organised by support services and external agencies as required
· Communicate effectively with all stakeholders, ensuring timely sharing of relevant information and actions
Professional Responsibilities
· Keep up to date with developments in SEND legislation, statutory guidance and best practice, participating in appropriate professional development
· Contribute positively to the school's vision, values and strategic priorities
· Participate actively in team meetings, working groups and wider school improvement activities
· Carry out any other duties commensurate with the grade and responsibilities of the post as reasonably required by the Headteacher or SENDCO
Trust-wide Responsibilities
· Contribute to the mission, values and goals of Red Kite Learning Trust
· Comply with all Trust 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 delivery of the role.  Consequently, the role holder may be required to perform work not specifically identified in the job profile, but which is in line with the general scope, grade and responsibilities of the role.


	PEOPLE PROFILE

	[bookmark: _Hlk78541355]Qualifications, Knowledge and Experience

	Essential

	Degree level or appropriate qualifications

	GCSE English and Mathematics (Grade C/4 or above), or equivalent

	Experience working in an administrative, coordination or similar role

	Experience managing multiple tasks and competing priorities

	Experience maintaining accurate records and handling confidential information

	Experience communicating effectively with a range of stakeholders

	Experience analysing information and maintaining accurate records

	Experience using Microsoft Office or similar IT systems

	Understanding of confidentiality and data protection requirements

	Awareness of the needs of children and young people with additional needs

	Understanding of effective administrative systems and record keeping

	Strong written and verbal communication skills

	High level of accuracy and attention to detail

	Desirable

	Level 3 qualification in Business Administration, Education, SEND or a related field

	Training relating to SEND legislation, EHCP processes or Alternative Provision

	Experience working in a school, academy or education setting

	Experience supporting children or young people with SEND

	Experience coordinating meetings, reviews or structured processes

	Experience working with external agencies and professionals

	Experience with Alternative Provision or EHCP administration

	Knowledge of SEND legislation and the SEND Code of Practice

	Understanding of Education, Health and Care Plans (EHCPs)

	Knowledge of Alternative Provision and school statutory responsibilities

	Personal Attributes 

	Essential

	Organised, reliable and able to meet deadlines

	Demonstrates resilience and remains calm when managing competing priorities

	Communicates clearly and adapts communication style to meet different needs

	Builds and maintains positive, respectful and professional relationships with pupils, families, colleagues and external professionals

	Works effectively both independently and as part of a team

	Shows empathy, patience and professionalism when working with children, young people and families

	Is proactive, solution-focused and able to use initiative

	Maintains confidentiality and exercises sound professional judgement

	Demonstrates integrity and discretion in all aspects of work

	Shows a strong commitment to inclusion and high expectations for all pupils

	Demonstrates commitment to equality, diversity and inclusion

	Is willing to learn and adapt in response to changes in legislation, guidance and practice

	Committed to continuous professional development

	Commitment to Safeguarding and Promoting the Welfare of Students

	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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