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	Job Title:	
	SEND Administration Officer

	Location
	St Mary’s Catholic College

	Responsible To: 
	SENDCO

	Salary Grade: 

Contract:
	[bookmark: _heading=h.30j0zll]Band D, scale point 6 -7

Full time permanent contract 36 hours per week, 39 weeks per year plus Inset Days annual leave to be taken in non-term time.



	Key Purpose of Job
Provision of efficient administrative and clerical support to the SEND department and SENDCO.



	Key Duties and Responsibilities

1. Provide administrative support in SEND meetings, taking notes and locating files and other information as requested.
2. Type up notes of meetings and SEND Review documents etc, in order to ensure all records are kept up to date and accurate, so supporting the education of our students with SEND 
3. Maintain accurate files and records of students with SEND. 
4. Maintain accurate records of all students with medical needs and ensure any medication that needs to be kept in school is stored safely and administered correctly. 
5. Support the SENDCO with the SEND identification, assessment, monitoring, and review process ensuring all records are updated regularly.
6. To manage the administrative process for all Education Health and Care Plans, for example, booking meetings, informing students, collating reports and information prior to reviews and the production of minutes and reports and individual costed provision maps following review meetings.
7. Monitor annual reviews of pupils with EHCPs, ensuring statutory deadlines are met
8. Administer initial screening assessments to assist with SEND identification.
9. Complete administration of student referrals and support the SENDCO in preparing for a range of meetings with external agencies. 
10. Liaise directly with professionals across Education, Health and Care, as directed by the SENDCO.
11. Collating of feedback from teachers as requested by paediatricians, sharing this directly with relevant medical professionals within the designated timescale. 
12. Organising and coordinating pupil meetings with outside agencies such as Occupational Therapy, school nurse, SALT etc. 
13. Oversee room bookings and appointments for external visitors and manage the appointment diary for the SENDCO.
14. Ensure accurate records are kept regarding the needs of students with specific access arrangements in examinations.
15. Support with the gathering of evidence from teachers regarding students’ normal way of working.
16. Monitor the evidence required by the examination boards, ensuring it is kept up to date.
17. Liaise with the Exams Officer to ensure every student who is entitled to access arrangements in examinations has those needs met. 
18. Oversee room bookings and organise staffing for examinations for those requiring access arrangements.
19. Ordering of resources and specialist equipment when needed 
20. Administration of EHCP consultations, supporting SENDCO with collating feedback, ensuring statutory timescales are met.
21. Administration of all new SEN students to the school, liaising with feeder schools, Data team, Year team, LEA, teaching staff and parents. Ensure that SEN records are retrieved, filed and stored correctly and information is shared with all stakeholders. 
22. Archiving, retrieval and disposing of SEN information as appropriate
23. Supporting the SEND team with timetabling of interventions and allocation and distribution of Learning Support Assistants. 
 

Support for Students and Parents/Carers

1. Take initial enquiries from parents/carers and communicate them to the SENDCO and Assistant SENDCO as appropriate.
2. Communicate information regularly to parents/carers, including co-ordinating termly Parent Forum meetings and distributing transition information.
3. Liaise with parents/carers about appointments and meeting times.
4. Prepare relevant documents for EHCP applications, Annual Review meetings and High Needs Funding, ensuring statutory deadlines are met.
5. Update the SEND Information Report and relevant sections on the school website Support for Teachers.
6. Ensure all information about students with SEND is recorded and filed correctly so that it is available to teaching staff to support teaching and learning.
7. Request and share information about student progress including updating student passports.
8. Request and share information about attendance for pupils with SEN, including those in alternative provisions or those educated elsewhere.
9. Support the SENDCO in communicating strategies to staff to support High Quality First Teaching.
10. Collate data for SEND students’ identification, progress, target setting, monitoring and intervention purposes 

General Duties
1. To prioritise own workload, work to pre-determined deadlines and to comply with relevant legal requirements.
2. To provide advice and guidance to staff and others to undertake administration procedures. Additional Duties.
3. To be willing to be trained as, and to be one of the school’s First Aid Officers.
4. To undertake such additional duties as are reasonably commensurate with the level of this post, as directed by the Headteacher.

	



	Supervision / Line Management Responsibilities of the post 
· None



	Working Environment & Conditions of the post
Normal office environment



	Other Duties
a) To undertake additional duties as required, commensurate with the level of the job
b) To contribute to the effective working of the HFCMAT
c) Maintain positive, professional relationships with students, parents/carers and teachers
d) To participate in induction training, staff review processes and professional development opportunities
e) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice
f) The Trust operates a Smoke-Free Policy and the post-holder is prohibited from smoking in any of the Trust buildings, enclosed spaces within the curtilage of buildings and school vehicles
g) The post-holder will be expected to have an agreed working pattern to ensure that all relevant functions are fulfilled
h) The post-holder is expected to familiarise themselves with, and adhere to, all relevant Trust Policies and Procedures
i) The post-holder must comply with the Trust/School’s Health and Safety requirements specifically for the school they are based
j) The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed
As this post meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment will be subject to an Enhanced Disclosure and Barring Service Check (DBS) before the appointment is confirmed.  This will include details of ALL cautions, reprimands or final warnings as well as convictions, whether “spent” or “unspent”.  Criminal convictions will only be taken into account when they are relevant to the post.



Person Specification


	Area
	Job requirements
	Essential/Desirable
	Evidence

	A. Qualifications and Professional Development
	
GCSE English and Maths (grade C or above) or equivalent

Willingness to identify and take part in relevant self- development opportunities

Administration qualification

	
E

E


D
	
A, C

A, C, I


A, C


	B. Experience
	
Experience of administration in a school environment

Experience of Data Protection and GDPR processes and requirements

Experience of working in an environment where due regard for confidentiality and discretion is paramount
	        
D


D

E
	
A, I, R


A, I, R

A, I, R



	C. Knowledge/ Skills
	
Understanding of Safeguarding, Keeping Children Safe in Education and the Data Protection Act

The ability to undertake operational and administrative tasks. 

The ability to adapt to both varying tasks and those of a routine nature. 

The ability to absorb information readily and speedily and work under pressure

A good team player with good interpersonal skills and the ability to work effectively as part of a growing organisation

The ability to respond effectively and build good relationships with pupils and parents 

Good level of written and verbal skills

Ability to exercise discretion and maintain confidentiality

Good organisational skills with the ability to multitask

Ability to use initiative and work independently

Good IT skills in particular Excel, Word and email

Have some knowledge of SEN practice and procedures

	
E


E

E


E

E


E


E

E

E

E
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A, I


A, I

A, I


A, I

A, I


A, I


A, I

A, I

A, I

A, I

A, I


A, I

	D.  Other Conditions
	Satisfactory pre-employment checks including DBS
	E
	C




Key to Evidence:
A – Application Form & Letter
C - Certificates
I – Interview
R - Reference
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