[image: image1.png]



       MAIDENHILL SCHOOL - JOB DESCRIPTION

SEND Administration Assistant 
Job Title:

SEND Administration Assistant
Salary Grade:

Grade 4 points 7 - 10
Responsible to:
Special Educational Needs Coordinator, Deputy Headteacher
JOB PURPOSE
· To provide administrative and clerical support for the SEND team and the SENDCo 
· To respond to queries and other matters relating to students with SEND
· To coordinate the assessment procedures, issuing of proposed and final EHCPs and annual/Emergency reviews of EHCPs

· To act as a channel of communication for parents and students providing information pertaining to initial screening, ongoing assessments and stakeholder reports.
· To ensure all databases are regularly updated and information shared within the SEND department

MAIN DUTIES AND RESPONSIBILITIES

1. Create, maintain and distribute EHCP Review paperwork 
2. In conjunctions with the SENDCo maintain the SEND register and implement the procedures required by the current Code of Practice

3. Liaise with external services such as Educational Psychology Service, SEND advisory team etc

4. Be responsible for all SEND administration including the SEND development plan, the annual SEND audit and SEND department handbook

5. Ensure the school’s SIMs and Assessment manager systems are kept up-to-date in terms of SEND information relative to students

6. Coordinate staff reports on students with SEND
7. Liaise with primary schools and post-16 providers to support the effective transition of students with SEND
8. Support the work of the SEND department

9. Deal with correspondence and administration relating to legislation, preparation and collation of required documents during statutory assessment of students with SEND and distribute to all appropriate bodies and people

10. Be aware of legislation / statutory requirements / timescales for administrative work concerned with SEND
11. Answer general enquiries from parents, carers and other agencies regarding statutory assessments

12. Liaise with the SENDCo, Assistant Head (Student Welfare and Guidance) and Head Teacher with regard to the exclusion of EHCP students

13. Support the SENDCo, Assistant SENDCo and Examinations Officer in the administration, coordination and implementation of Exam Access Arrangements (EAAs) for students with Special Educational Needs and Disabilities (SEND).
14. Support the Assistant SENDCo to maintain accurate records of access arrangements, evidence files and relevant documentation in accordance with awarding body and Joint Council for Qualifications (JCQ) regulations.
15. Support the Assistant SENDCo by assisting in the identification and assessment process for students requiring exam access arrangements, including gathering evidence and liaising with teaching staff, parents and external professionals as required.
16. Organise and maintain records of approved access arrangements, ensuring relevant information is communicated to staff and examination personnel in a timely manner.
17. Produce and coordinate examination seating plans for students requiring access arrangements, ensuring suitable rooming, staffing and resources are in place.
18. Liaise with the Examinations Officer regarding the scheduling and organisation of internal assessments, mock examinations and externally marked examinations, including GCSEs, BTECs and other accredited qualifications.
19. Support the organisation of examination rooms and provision arrangements for students with SEND, including readers, scribes, prompters, word processors, rest breaks and separate accommodation where required.
20. Assist with the administration and coordination of internal assessments and examination access arrangements to ensure compliance with awarding body regulations and school policies.
21. Provide administrative support during examination periods and assist in resolving queries relating to SEND students' examination provision.
22. Work collaboratively with the SENDCo, Assistant SENDCo, Examinations Officer, LSAs and invigilators to ensure students with SEND receive appropriate support before, during and after assessments and examinations.
DUTIES – SUPPORTING STAFF

1. Support staff by the provision of general clerical work with regard to the SEND provision in the school 
2. Provide staff with student information as required
3. Liaise with the Head Teacher and SENDCo, to ensure all school documentation for public distribution is prepared to set deadlines 
4. Assist staff with student profiles and references, and forward transfer information to the appropriate school / college
5. Support staff with the administration associated with SEND
6. Assist in the general work of the school office, supporting the admin team as appropriate, with dealing with staff, students, parents and visitors who arrive at or call reception

7. Assisting the Exams and Data manager with any exams-related processes required during  each exam season.
DUTIES – SUPPORTING STUDENTS
1. Deal with or report, to the nearest member of the teaching staff, incidents that are seen or reported regarding students’ welfare.

2. Set a good example in terms of personal presentation, attendance and punctuality.

WHOLE STAFF RESPONSABILITIES

HEALTH AND SAFETY

· Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions.

· Cooperate with the employer on all issues to do with health, safety and welfare including the reporting to the line manager or SLT of any dangerous situations in the workplace, or any perceived shortcomings in health and safety arrangements.

· Support the implementation of all the school’s policies in particular those pertaining to safeguarding, equal opportunities, and supporting students with SEND.

GENERAL RESPONSIBILITIES

· To be aware of and work in accordance with the school’s safeguarding policies and procedures and to raise any concerns relating to such procedures.

· To be aware of and adhere to applicable rules, guidelines, regulations, legislation, policies, procedures and working practices of Maidenhill School.

· To contribute to school improvement work ensuring that student learning is central to all activities.

· To attend staff/department meetings, training and school events as required.

· To maintain confidentiality of information acquired in the course of undertaking duties.

· Communicate regularly staff and students, making positive and constructive comments about work and student progress and keeping up to date with personal information, wider aspects of the school agenda, recreation opportunities, enjoyment and professional development.

· To be responsible for your own continuing professional development and engage constructively with the performance management process, including any relevant training to further develop knowledge and skills to enhance own performance and support the school improvement agenda.

· To contribute to the training and development of the workforce.

· To undertake any duties appropriate to the grading of this post as required, under the direction of the Head Teacher.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.

Elements of this job description and changes to it may be negotiated at the request of either the Head Teacher or the incumbent of the post.

Agreed by:

   _______________________

Head Teacher:

___
Date:
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