Unrestricted
BRACKNELL FOREST COUNCIL

JOB DESCRIPTION

	Job Title: SEND Administrative Assistant
	Section/Location: SEND / Inclusion

	School: Whitegrove Primary School
	[bookmark: _GoBack]Grade/Salary Range: BG-I (SCP 6-8)

	
	Working Pattern: 20 hours per week, Term time only; to be arranged on appointment



	JOB PURPOSE

	Under the direction of the SENDCo and School Business Manager, to provide efficient, confidential and effective administrative support for the school's Special Educational Needs and Disabilities (SEND) provision. The postholder will support the coordination of SEND records, referrals, meetings, statutory processes and communication with parents/carers, staff, the Local Authority and external professionals, ensuring information is accurate, secure and completed within required timescales.



	DESIGNATION OF POST AND POSITION WITHIN SCHOOL STRUCTURE

	Responsible to the SENDCo and School Business Manager.
The post provides administrative support to SEND provision. Professional SEND assessment, decision-making and the statutory duties of the SENDCo remain with the school's designated SENDCo.

	MAIN DUTIES AND RESPONSIBILITIES

	• Provide comprehensive administrative support to the SENDCo and wider SEND team.
• Maintain accurate and up-to-date SEND records, including electronic and paper records where applicable.
• Maintain the school SEND register and associated monitoring information under the direction of the SENDCo.
• Support the administration of Education, Health and Care Plan (EHCP) processes, including annual reviews, interim/emergency reviews, meeting arrangements, gathering reports and evidence, distribution of paperwork, recording outcomes and actions, and submission of documentation to the Local Authority within required timescales.
• Support the administration of requests for statutory assessment and other SEND referrals.
• Coordinate appointments, meetings and visits involving parents/carers and external professionals.
• Liaise professionally and sensitively with parents/carers regarding SEND meetings, appointments, paperwork and routine enquiries.
• Prepare and distribute meeting invitations, agendas, reports and supporting documentation.
• Take accurate minutes or notes of SEND meetings when required and ensure agreed actions are recorded and followed up.
• Maintain an effective diary and tracking system for statutory deadlines, reviews, referrals and professional visits.
• Support the SENDCo in collating information for pupils undergoing assessment or receiving additional support.
• Assist with referrals to external agencies and services, ensuring all required documentation is complete.
• Request and collate reports from teachers, support staff and external professionals.
• Support communication between the school, Local Authority SEND team, Educational Psychology, Speech and Language Therapy, Occupational Therapy, health services and other relevant professionals.
• Maintain records relating to SEND funding and provision, as directed by the SENDCo and School Business Manager.
• Assist with the administration and tracking of SEND-related funding applications where appropriate.
• Produce reports, spreadsheets and management information relating to SEND provision as required.
• Support the administration of provision maps, individual support plans and other SEND documentation.
• Assist with transition arrangements for pupils with SEND joining or leaving the school, including the secure transfer of records.
• Ensure confidential SEND information is stored, shared and disposed of appropriately in accordance with data protection requirements.
• Undertake general administrative duties including photocopying, scanning, filing, correspondence and document preparation.
• Support the SENDCo with preparation for meetings, audits, Local Authority reviews and Ofsted inspections.
• Assist in ensuring SEND information on the school website and internal systems remains current where requested.
• Maintain professional and courteous communication with families, recognising that conversations regarding SEND may sometimes be sensitive or complex.
• Comply with school policies and procedures relating to safeguarding, child protection, health and safety, welfare, security, confidentiality, UK GDPR and data protection, reporting concerns to the appropriate person.
• Actively support the school's equal opportunities and inclusion policies.
• Contribute to the overall aims and priorities of the school and attend relevant meetings as required.
• Participate in performance management, training and development activities as required.
• Undertake such other duties as may from time to time be necessary and compatible with the nature and level of the post.



	SCOPE OF JOB (Budgetary/Resource Control, Impact)

	No direct budget or supervisory responsibility unless specifically delegated.
The postholder will handle sensitive and special category personal information and is responsible for maintaining strict confidentiality and accurate records.
The postholder is responsible for ensuring the school child protection and safeguarding policies are adhered to and that concerns are raised in accordance with school procedures.
The postholder will support the SENDCo and School Business Manager with efficient use of administrative resources and systems relating to SEND.






BRACKNELL FOREST COUNCIL
PERSON SPECIFICATION
	Job Title: SEND Administrative Assistant
	Section: SEND / Inclusion

	School: Whitegrove Primary School
	Grade/Salary Range: BG-J (SCP 3-6)

	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications And Training









	Good standard of English and mathematics.
Knowledge and skills equivalent to Level 2 or above relevant to administrative work.
	Relevant administrative/business support qualification or equivalent training.

	Competence Summary
(Knowledge, abilities, skills, experience)











	Experience of general administrative work and maintaining accurate records.
Strong organisational skills and the ability to prioritise own workload and meet competing deadlines.
Excellent written and verbal communication skills.
Ability to communicate sensitively and professionally with parents/carers, pupils, staff and external professionals.
Ability to maintain strict confidentiality and handle sensitive information appropriately.
Strong IT skills, including word processing, spreadsheets, databases and electronic record systems.
Ability to work independently, use initiative and work constructively as part of a team.
Understanding of safeguarding responsibilities within a school environment.
Ability to follow procedures accurately and identify deadlines and outstanding actions.
	Experience of working in a school or learning environment.
Previous experience supporting SEND administration.
Knowledge of EHCP and annual review processes.
Knowledge of the SEND Code of Practice.
Experience of working with Local Authority teams or external professional services.
Experience of school MIS and/or SEND management systems.

	Work-related Personal Requirements






	Committed to equality of opportunity, inclusion and improving outcomes for children with SEND.
Highly organised, accurate, methodical and attentive to detail.
Approachable, professional, discreet and trustworthy.
Able to remain calm and effective when managing competing demands.
Able to communicate with compassion and sensitivity while maintaining appropriate professional boundaries.
	Experience of working with families in sensitive or complex circumstances.

	Other Work Requirements 





	Participate in training and development opportunities.
Suitability to work with children and commitment to safeguarding and promoting their welfare.
Ability to maintain confidentiality and comply with data protection requirements.
Flexibility to undertake other duties reasonably associated with the level and nature of the post.
	Knowledge of current SEND administrative processes and statutory timescales.




