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Job Description
	Job Title: 
	Education Health & Care Plan Co-ordinator 

	Reporting to:
	

	Location: 
	Aurora Foxes



	Main Purpose	

	In 2014, a new code of practice for children and young people with Special Educational Needs and/or Disabilities (SEND) was introduced, extending the age range of local authority responsibility to the age of 25 years for young people with an EHCP.
The EHCP Coordinator is primarily responsible for the administration, coordination, and facilitation of the college’s Annual Review of Education Health & Care Plan process.
In addition, the EHCP Co-ordinator acts as the first contact to customers by responding to external and internal written and telephone queries relating to EHCP processes.
The college works with several Local Authorities to ensure that college placements are suitable for prospective students’ Special Educational Needs and/or Disability.



	Key Accountabilities	

	The EHCP co-ordinator will ensure that the EHCP process is conducted accurately, timely and effectively across all provisions, in line with statutory and local requirements for reporting. This will include supporting in the co-ordination and attendance at EHCP review meetings. Throughout the process the EHCP Co-ordinator will be a point of contact for external agencies, staff, parents and carers who have EHCP process queries.



	Key Duties

	· Coordinate the EHCP process, from initial report gathering through to submission of paperwork to local authorities.  
· To arrange, facilitate, and administrate timely Annual Review meetings, including inviting attendees and distributing reports in accordance with statutory timescales, using the relevant paperwork. 
· To ensure that the Annual Review meeting chair takes ownership of the Annual Review meeting and sets appropriate targets/amends EHCP outcomes as appropriate. 
· On occasion, to lead the Annual Reviews of students. 
· To submit the Annual Review paperwork to the local authority, ensuring that the college’s recommendations are supported by professional reports and that students/parents/carers are provided with advice and guidance, and are signposted to the relevant resources/services if a change of educational placement/provision is expected. 
· To maintain an administrative overview of Annual Reviews on the relevant college system.
· To ensure that the relevant professional is invited to the meeting, in cases where the student is expected to progress into a new area, e.g., Apprenticeship, Supported Internships, Traineeships, Higher Education, Employment, Adult Social Care etc.
· To deliver/assist in the delivery of staff training relating to statutory processes linked with Education Health and care plans.
· Provide status reports to departments/management regarding EHCP processes. 
· To ensure all data on the relevant college system is accurate for managers to use for reporting purposes.
· Deal with enquiries (over the telephone and electronically) from external professionals, parents/carers, and internal contacts.
· Ensure teachers/therapy specialist/care team have completed relevant work towards reviewing the students’/pupils’ and setting appropriate and meaningful EHCP objectives.
· Ensure teachers/therapy specialist/care are reminded in good time, to complete the necessary reviews of progress and ensure they feel supported to complete the tasks required of them
· Pro-actively ensure colleagues are fully prepared for all external/internal meetings that relate to EHCP processes.
· Attend selected meetings to take minutes.
· Ensure all action points resulting from Annual Reviews are recorded, actioned and effectively tracked to completion 
· Ensure all emergency reviews are scheduled in good time and the agenda carefully considers/scrutinises Section F of the EHCP, inc. 1:1 discussions
· Identify in EHCP’s where any 1:1 support requirement is stated in Provision F, ensuring this is included in any offer of placement
· To work collaboratively with the Safeguarding Leads and DSL team
· To be part of a team of staff to effectively support all pupils/students in order to achieve their potential, providing support to plan, review and action EHCP targets  
· So far as reasonably practicable, the post holder must promote safe working practices by employees and visitors in premises/work areas in which the post holder is located, to maintain a safe working environment for employees and pupils.
· Undertake any other additional duties, which are reasonably commensurate with the role, as required.



	Knowledge, Skills and Experience	

	Essential 
· Educated to level 2 GCSE standards and/or relevant experience
· Grade 4/C GCSE English and Maths
· Experience in using IT
· Experience in reporting writing
· Experience in dealing in a professional capacity with a broad range of people
· Ability to communicate clearly and concisely at all levels 
· Ability to be self-motivated, to reflect on own performance within a role and to identify areas of learning/improvement
· Ability to multi task whilst having exceptional attention to detaill
· Flexible approach to work and work area, working outside normal hours when reasonably required to do so
· Understanding of safeguarding
· Understanding of the benefits of equality, diversity and inclusion within society 
· Understanding of the principles of Data Protection
· General Awareness of the Special Educational Needs and Disability Code of Practice 2015 
· Knowledge of EHCP processes and procedures
· Accurate typing and minute taking skills
· Organisation skills and good time management 
· Ability to manage own time to deal with multiple tasks. 
· Able and willing to work as part of a team.

Desirable 
· Experience working with post-16 students with learning difficulties or disabilities
· Customer service experience



	Requirements of Role	

	· Eligibility to work within the UK
· Satisfactory Enhanced DBS with barred list checks.
· Be able to meet the demands of what can be challenging work at times.
· The role will require a full valid driving licence.
· Ability to understand, analyse and interpret complex data, and produce clear plans and manage complex operations
· Experience of working as part of a multi-disciplinary team



	Additional Information	

	As part of the Aurora Group everyone is:
· expected at all times to behave and act in a way which promotes and contributes to the overall aims, values and ethos of the Company. 
· required to participate in regular training and other learning activities, and in supervision, appraisal and development as required by the Company’s policies and procedures
· required to participate in any relevant current and new legislative and regulatory activities as may occur from time to time
· required, through personal example and clear action, to demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.
· required to promote The Aurora Group’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively.
· the Aurora Group takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of children and young adults. Therefore, everyone employed by the Aurora Group is expected to share this and act accordingly by applying organisations policies and procedures and attending regular safeguarding training.


This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed and amended periodically to ensure it remains appropriate for the role.
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