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Ridgeway School
Job Description – EHCP Administrator & Exam Officer
JOB TITLE:

EHCP Administrator and Exam Officer
TYPE OF WORKPLACE:
Special School

RESPONSIBLE TO:
School Business Manager
JOB PURPOSE:

Working under the instruction and guidance of the School Business Manager, to assist in the 


administration of the school as EHCP Administrator and Exam Officer  

HOURS:


37 hours per week (8.30 a.m. – 4.30 p.m.) 

Main duties and responsibilities:
To co-ordinate and manage all aspects of Education, Health and Care Plans (EHCPs) within the school, ensuring statutory compliance, effective communication with families and external agencies, and high-quality record keeping.

To act as the school’s Exams Officer, managing the administration, organisation and smooth running of internal and external examinations, including access arrangements, in accordance with awarding body regulations and school policies.

EHCP Co-ordinator
· Co-ordinate the annual review process for all EHCP pupils. 

· Schedule annual review meetings and ensure statutory deadlines are met. 

· Liaise with parents/carers, local authorities, teachers, therapists and external professionals. 

· Prepare and distribute EHCP review paperwork and supporting documentation. 

· Maintain accurate and confidential pupil records relating to EHCPs. 

· Support the leadership team with monitoring EHCP compliance. 

· Ensure records and documentation are updated in line with statutory requirements. 

· Assist with the admin for new EHCP consultations, admissions and transitions. 

· Support communication between school and external agencies regarding pupil provision and support. 

· Maintain effective systems for storing and retrieving SEN documentation. 

· Produce reports and data as required by senior leaders and local authorities.
· Supervision of any staff assisting with EHCP processes.
Exam Officer
· Co-ordinate and manage all aspects of Pearson Functional Skills exam administration, from candidate registration to results distribution.
· Liaise with Pearson to ensure compliance with awarding body regulations and deadlines.
· Attend Exam Officer compliance conference at least once a year.
· Prepare exam timetables and resources tailored to the needs of our learners.
· Organise and train invigilators, ensuring they understand the specific requirements for supporting students with additional needs.
· Maintain secure storage and handling of exam papers and materials in line with JCQ and Pearson guidelines.
· Support students and staff by providing clear guidance on exam procedures, access arrangements, and expectations.
General Duties
· Maintain confidentiality and adhere to data protection requirements. 

· Promote safeguarding and the welfare of children and young people. 

· Cover of reception when required

· Monitoring of “adminteam@” email and distributing PPE items to classes as required

· Work collaboratively with teaching, pastoral and administrative staff. 

· Participate in relevant training and professional development. 

· Support the ethos, aims and policies of the school. 

To undertake tasks of a similar nature and level, as directed by the School Business Manager.

