BROOMHILL BANK SCHOOL

JOB DESCRIPTION
JOB TITLE: Education, Health, Care Plan (EHCP) Administrator
REPORTING TO: Senior Leadership Team (SLT)
PRIMARY PLACE OF WORK: Broomhill Bank School (West) site in Tunbridge Wells
SALARY RANGE:  Kent Range 5
DIRECTED HOURS: 37 hours per week, 40 week contract (38 weeks term-time plus 10 days (70 hours) to include INSET, holiday working and after school parent meetings as agreed with Line Manager)
EFFECTIVE DATE OF JOB DESCRIPTION:  July 2022
	
	JOB PURPOSE

	
	Highly skilled and organized Coordinator to administer associated protocols for EHCP Reviews.

	
	SUMMARY OF JOB DESCRIPTION 

	
	To provide a smooth and efficient process for Admissions, EHCPs and Annual Reviews in line with school Local Authority statutory guidance. 

To work across both school sites in order to implement the above for all students

	
	Principles 

	1
	Co-ordinate EHCP meeting dates and produce lists for whole school (Local Authority, Form Tutors and Senior Leadership Team).

	2
	Co-ordinate the School’s Admissions Process.

	3
	Liaise with form teachers and school staff for relevant paperwork.

	4
	Liaise with Kent County Council (KCC) staff.

	5
	Set up templates and specific paperwork (electronic) for all students for Annual Review process. 

	6
	Produce and collate relevant paperwork for EHCP and Annual reviews. 

	7
	Ensure parents have required information and paperwork prior to the meeting. 

	8
	Prepare room and required equipment. 

	9
	Recording outcomes (photographic evidence and minutes) and completing paperwork following EHCP / Annual Review meetings particularly changes to EHCP’s and provision plans. 

	10
	Liaise with form tutors to ensure provision plans are accurate.

	11
	Liaise with Head of School to add comments, report and sign in line with LA statutory guidance of 2 weeks following the meeting. 

	12
	Liaise with Inclusion Leader / Teacher when required to inform process. 

	13
	Will shadow and participate in the review meetings to gain insight and understanding into the process.

	14
	Maintain accurate student records in SIMS.net and compile specialist lists for SLT members as required. 

	15
	Behaviour management system (PRIDE) administration. 

	16
	General administration duties to include typing, filing, shredding, photocopying within the role.

	17
	Type and distribute minutes as required.

	18
	Assist with the maintenance of up to date information on the staff shared drive.

	19
	Photocopying, scanning and distribution of documents as required.

	20
	Liaise with supplier to ensure photocopiers as always functioning. Replace toner cartridges as necessary. 

	
	Staff Development  / Support

	1
	Training to normally take place during directed hours, which may include time on designated INSET days. 

	2
	Full participation in regular CPD and review meetings. 

	3
	Positive approach to improving job skills and performance.

	
	Other

	1
	Positively promote and enhance the profile of the school to all visitors and external agencies wherever possible. 

	2
	To understand and comply with school policies and procedures. Treat information relating to all school matters as strictly confidential at all times and adhere to the Data Protection Policy. 

	3
	Raise any issues, concern or grievance relating to this employment directly with the Director of Business Estate in the first instance. 

	4
	Any other duties that may reasonable be required by line Manager or Governors.

	5
	You may be required from time to time, in line with the need of the school, to work at either BBSW (West- Tunbridge Wells site) or BBSN (North - Hextable site). 

	6
	Review this JD with the SLT annually. Any changes will be made following consultation. 


Agreed by:







      (Job Holder)

Agreed by:






                   (Line Manager)
Note

1. This job description describes duties which the Postholder is expected and required to perform. It is not a comprehensive statement of procedures and tasks but sets of the main expectations of the School in relation to the Postholder’s professional responsibilities and duties.

2. This job description will be reviewed at least once per year and may be subject to modification at any time after consultation with the Postholder.

3. Broomhill Bank School recognizes diversity and expects all staff to adhere to the school’s equality duties and treat all students and work colleagues fairly regardless of race, colour, gender, disability, age or religious belief. 

The governors are committed to safeguarding and promoting the welfare of children and the successful candidate will therefore be subject to an Enhanced Check with the Disclosure Barring Service.

Broomhill Bank School recognizes diversity and welcomes applications from anyone with relevant qualifications and knowledge.

