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Laleham Gap School Job Description
Job Description: Safeguarding, Wellbeing and EHCP Administrator
	School:
	Laleham Gap School

	Grade:
	Kent Range 6

	Responsible to:
	PA to Headteacher and Office Manager 


Purpose of the Job:

To provide a sensitive, confidential and efficient administrative service to The Assistant Headteacher Safeguarding and Wellbeing on any Safeguarding matters. To ensure that the annual review of the EHCP for each pupil is carried out efficiently and to the agreed timetable.
All postholders in the school are required to support the Headteacher and Senior Leadership team in the development and improvement of our school. 

· Keeping children safe

· Being professional 

· Committing to continual professional learning and development 

· Fulling the expectations, responsibilities and accountabilities of your role 

· Being an advocate for change and championing school improvement 

· Conveying a positive attitude

· Working effectively in teams 

· Contributing to and supporting the overall aims and ethos of the school 
Main duties and responsibilities: 
Safeguarding and Wellbeing Administrator

1. To assist The Assistant Headteacher of Safeguarding and Wellbeing in the preparation of Child Protection Meetings, Conferences and Review meetings. 

2. Develop and maintain secure and confidential pupil records and information systems for example, Safeguarding and EHCP documents. 

3. To assist with referrals for individual pupils and families, track internal referrals and maintain monitoring logs from Wellbeing Meetings.

4. To liaise with outside agencies and ensure that all parties involved work together in the best interest of the pupils.

5. To support The Assistant Headteacher Safeguarding and Wellbeing or member of SLT on Safeguarding/Wellbeing issues that may require an immediate response.

6. To ensure that all safeguarding records for ex-pupils are forwarded securely and promptly to their new providers.

7. To liaise with schools of incoming pupils to ensure safeguarding files are received within 5 days.

8. To maintain monitoring records with the Assistant Headteacher of Safeguarding and Head of Therapies so that information regarding pupils is readily available.

9. Be responsible for keeping staff training records up to date, liaising with staff and ensuring trainers are booked in advance i.e. DSL and LADO training.

10. To ensure staff that drive school minibuses have current licenses and refresher training is organised.
11. Regularly minute meetings across the school

12. Produce reports and correspondence using management information systems.
13. To help organise and maintain records for children in care and children formerly in care.

14. To track correspondence from the Local Authority and Virtual School regarding reviews.

15. To maintain annual calendar of review meetings and arrange these appointments e.g. EHCP Reviews, PEP meeting and EPPLAC meetings.

16. To proofread, upload and share documents using relevant school systems in a timely manner.

EHCP Administrator

1. To administer the Annual Reviews / In-Reviews on the Education Heath Care Plans (EHCP) and ensure that the school meets its obligations under the SEN Code of Practice. 
2. To maintain an up-to-date diary for the review process.

3. Liaise with external professionals to obtain and collate new advice submitted on reports for EHCP meetings.
4. To keep pupil EHCP electronic and paper-based files up to date to include returned documents and reports. Make staff aware of all documents received. 
5. Develop and maintain secure and confidential records and information systems 
6. Liaise with external agencies and establishments of further education and distribute transition paperwork as appropriate.
7. Support staff across the school with EHCP processes.  Induct new staff joining the school with EHCP processes. 
8. Select paperwork that remains relevant for new pupils from their previous education settings to include into their education folders for Laleham Gap School. Share information with staff where necessary and archive remaining paperwork.  
9. Keep up to date with all updates through KELSI and notify SLT accordingly.

General Team Administration

1. To actively support the PA to the Headteacher and Office Manager in the day to day running of the school offices, covering for absences when required.
2. To attend staff meetings, training, and development activities, as required to ensure you are up to date with relevant information.
3. To be aware of confidential school issues and to keep confidences appropriately in line with Data Protection / GDPR, Freedom of Information and Child Protection legislation and guidelines.
4. To participate in the Schools Performance Management scheme to ensure you are involved in your own professional development by and the development of the school.
5. Any other duties or tasks appropriate to the grade of the post assigned by the Headteacher
Laleham Gap School 
Person Specification: Safeguarding and EHCP Administrator
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	· NVQ 2 or equivalent.

	EXPERIENCE


	· Proven administration and safeguarding 

experience.



	SKILLS AND ABILITIES

.
	· Report-writing skills and ability to draft correspondence
· Ability to proof read documents  

· Ability to undertake training and recruitment

· Excellent interpersonal and organisational skills when dealing with all levels of staff and external contracts

· Computer literacy – ability to produce a range of documents and reports, including non-standard reports, using Windows wp package, Excel spreadsheet and database functions

· Diary and time management skills

· Ability to organise own workload to achieve a range of deadlines

· Ability to balance constantly changing priorities

· Ability to work within a climate of change 

· Ability to take a proactive approach

· Ability to develop, monitor and maintain effective computerised and manual systems and to suggest improvements

· Ability to investigate complex queries and anomalies when required

· Ability to take accurate notes and minutes of meetings

· Co-ordination skills when arranging meetings and appointments.
· Commitment to equalities and the promotion of diversity in all aspects of working

	KNOWLEDGE


	· Knowledge of SEND and EHCP procedures

· Excellent communication skills (written and verbal)

· Knowledge of Health, wellbeing and safety

· Awareness of keeping children safe

· Knowledge of Data protection and confidentiality

· Understanding of SEND code of practice and disability legislation





