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SEND Officer Job Description

Job description and Responsibilities

As SEND Officer you will support the fulfilment of the school’s responsibilities in relation to Education, Health and Care (EHC) plans and reviews and help us to achieve the golden thread throughout all documentation and provision in school to ensure young people can fulfil their potential. Your responsibilities will include responding to consultations from the Local Authority within statutory time frames and ensuring all paperwork involved with new pupils starting school is received and completed, liaising with parents and carers, previous settings, the inclusion nursing team, class teachers, Middle Leaders and SLT throughout the process. You will support with FFI (Funding for Inclusion) and Evidence for Learning administration tasks. Within the role you will also be responsible for processing pupil data across relevant systems as requested, such as admissions, leavers & census
As part of your role, you will manage all stages of the EHCP process for all learners across all 4 sites and maintain pupil files and records to ensure compliance with key local and national policies (SEND Code of Practice 2015).

EHCP Processes
· Work to ensure that children and young people with SEND have a voice and are enabled to positively influence their provision and learning outcomes.
· Ensure that parents/carers and children and young people with SEND fully understand their rights, and are empowered to express their views regarding the education of their children.
· Support teachers in amending EHCPs in line with the SEND Regulations 2014 and SEND Code of Practice 2015, and in keeping with local and national standards.
· Assist in the upkeep of individual children and young people’s records and data systems, and provide data and information to support school as required.
· Support the EHCP process from inception to completion.
· Provide support to school staff at all stages of the process.
· Liaise and maximize attendance and engagement of parents/carers and any other external agencies. 
· Document EHCP reviews
· Check and respond to draft and final EHCPs from the Local Authority
· Manage information on the synergy system
· Maintain all EHCPs and student files
· Work with professionals to ensure their knowledge, expertise and skills inform the EHCP.
· Work with professionals including school staff to ensure the EHCP clearly details the needs of the child/young person and has clear outcomes and provision.
· Coordinate the EHCP assessment process for new students
· Ensure paperwork is completed within statutory deadlines in accordance with SEND reform guidance.
· Use ICT packages to support and efficient and effective practice.
· Ensure high levels of confidentiality 
· To support SLT to ensure that all teaching staff meet deadlines to ensure statutory requirements.

Funding For Inclusion
· Assist with any Admin tasks relating to FFI.
· Manage monthly returns to the Local Authority 

Quality Assurance
· Support with the overall improvement of the quality of EHCPs 

In addition
· Use of relevant IT applications and databases effectively to maintain records and deliver administrative tasks – Word, excel, internet and SIMS
· Have up to date knowledge on current guidance, requirements and good practice.
· Develop good working relationships with outside agencies
· Present a positive personal image, contributing to a welcoming school environment. 
· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos/work/ aims of the school
· To be prepared to work at any of the South SILC sites as necessary to meet the demands of the department and the school.

Personal and Professional Conduct
· Work flexibly within the school to provide support where it is needed in line with key priorities and pressures.
· Maintain the highest personal standards through participating in continuing professional development.
· To comply with policies and procedures relating to health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person.
· Undertake reviews of your performance against set outcomes.
· Undertake other duties as may be required from time to time by the SLT.
· To be responsible for safeguarding all pupils and promoting their welfare by adhering to all child protection procedures.


Any Special Conditions of Service: 
There is a requirement to submit to an enhanced Criminal Records Bureau background check.  Term time working.  There may be a need to occasionally work outside of school hours and off school premises, as required by the school. No smoking policy.


This job description is subject to change at any time, with prior discussion with the employee, in line with the requirements of the school.




I acknowledge that I have seen and received a copy of the above job description

Name: 

Signed:                                                                                 Dated:
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