LONDON BOROUGH LEWISHAM
Drumbeat School and ASD Service

JOB DESCRIPTION

TITLE:  Annual Review Lead                       Grade: Scale 4

School:  Drumbeat School and ASD Service

Reports to:  School Business Director

MAIN PURPOSE OF THE JOB

To organise a comprehensive programme of annual reviews for all students across the three Drumbeat sites. Liaising with parents/carers, Drumbeat Staff and other Agencies

Main Duties and Responsibilities
    
· To liaise with the Executive Headteacher, Heads of Schools, key staff members and contacts at the Local Authority SEN Team, in implementing a rolling timetable of annual review meetings for students in-line with statutory frameworks, ensuring that each child has an EHCP review 10-12 months from their last review.
· To work in partnership with parents, carers and other professionals throughout the annual review process.
· To ensure reports from other professionals and agencies are received in time and circulated for reviews, e.g. SaLT, OT and NHS medical reports.
· To ensure effective liaison with parents/carers and professionals throughout the annual review process.
· To meet with parents, carers and other professionals as appropriate.
· To co-ordinate the inviting of parents and carers, school staff, members of the appropriate Local Authority SEN Team and external agencies to each annual review. 
· A flexible approach is required for scheduling timetables when needed for reviews.
· To assist SLT in taking meeting minutes of reviews where appropriate e.g. for transition reviews.
· To ensure all sections of an EHCP are updated before a review, so that it can be completed by the class teacher ready for the meeting. 
· [bookmark: _Int_yP0cSbYN]To circulate the annual review documentation to parents/carers and all appropriate professionals for each annual review meeting within the statutory timeframes.
· To ensure that each annual review is completed after the meeting and once checked by SLT, sent to the relevant Local Authority.
· To ensure that each student file contains a copy of the annual review documentation. 
· To follow up actions as agreed at an annual review meeting, in a timely fashion.
· To share actions and recommendations from annual review meetings with relevant school staff, in a timely fashion. 
· To ensure and check that the review has been updated correctly by the LA for the next academic year.
· To continually assess, review and refine the annual review process to ensure that it represents an efficient and effective use of time and resources and recommend any changes to the Executive Headteacher, Head of School and other members of SLT.
· To assist in the implementation of system and procedural changes resulting from new and revised policies in legislation.
· To maintain the confidential nature of information relating to the school, its students, parents and carers.




