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Herne Bay High

Specialist School &

Sports College
Job Description
SEND and Inclusion Administration Assistant
	Post Held
	SEND and Inclusion Administration Assistant

	Key purpose
	To ensure that all administration tasks relating to students with SEND and Children in Care are undertaken effectively and efficiently.


	Reporting to
	Assistant Principal for SEND and Inclusion

	Specific Duties
	· To maintain an up-to-date SEND register and ensure this information is recorded onto student information system.

· To organise and carry out administration tasks for Education Health Care Plan Annual Reviews, Personal Education meetings and Children in Care reviews.

· To administer the Individual Health Care Plans and keep appropriate records of communication.
· Liaise and carry out tasks as appropriate with parents, other professionals and KCC regarding EHCPs.

· To support the SEND Leader to administer and organise the access arrangements for all students within the school.

· To attend all Personal Education Meetings and Children in Care meetings, note and carry out actions as appropriate.
· To complete the administration for the Virtual School Kent Children in Care project including booking appointments and keeping diaries for all of the professionals involved.

· To keep records of each Children in Care pupil premium funds and work with the finance office to ensure all Virtual Schools are financing our provision in a timely and accurate manner.
· To order any materials, books or equipment that a Child in Care may need for their studies.
· To complete the administration for the school inclusion panel and ensure that colleges and the Special Educational Needs and Disabilities team are aware of the actions that need to take place.

· To work with the SEND team to ensure students’ Personal Plans are up to date and relevant.
· To maintain up to date timetables for all learning support staff clearly mapping students who receive support.
· Work with the SEND Team to ensure administration and communications for interventions and support is carried out in a timely manner. 
· To follow safeguarding procedures as outlined by the Designated Safeguarding Lead.

· Where necessary to take minutes of meetings and ensure the action points are clear and concise and shared with the relevant professionals.
· Prioritise tasks in order to ensure the meeting of deadlines.

· To assist with the preparation of reports for meetings, including complex annual reviews, EHCPs and programmes of support.
· Respond appropriately to telephone enquiries from parents and professionals. 
· of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person(s)

· Contribute to the overall ethos, work and aims of the school

· Participate in training and performance development as required
· Ensure confidentiality of information at all times
· To carry out any other tasks that the SEND Leader, Assistant Principal for Inclusion & SEND or Vice Principal or Principal deem necessary and are within the scope of the job. 

	Pay Range
	Kent Scheme 4/5 
Term time plus two weeks

8-4pm (Friday 8-3.30pm)

	Reviewed
	July 2020


