Job Description

POST:



DSEN Admin Clerk
RESPONSIBLE TO:
Deputy Principal
GRADE:
NJC SCP 12 – 14 which will be pro-rata’d to term time only

KEY RELATIONSHIPS:
DSEN Provision Administration and Data tracking, monitoring and evaluation

LOCATION:
Oasis Academy Coulsdon
WORKING PATTERN:
Full time  

DISCLOSURE LEVEL:
Enhanced
SPECIFIC RESPONSIBILITIES:

A. To work with the SENCO and Ozone Lead in the completion of the SEN Development Plan supporting and moving the departments forward. (On-going)
B. To plan and prioritise own workload and managing conflicting demands. (On-going)

C. Maintaining the SEND Register including liaising with the SENCO, Ozone Lead and Pastoral Heads of Year and uploading changes to BromCom (Termly update)
D. Co-ordinating the records of the Year 6/7 new SEND admissions and adding the SEND students to the register, including updating BromCom as necessary in accordance with information obtained from primary schools. (As and when required throughout the academic year)

E. Producing student passports for the academy through liaising with the Learning Zone Leader, House Leaders, Pastoral Heads of Year, Specialist Support Teaching Assistants and Teaching Assistants.  (Annually –  two weeks)

F. Co-ordinate the EHCP annual review process including scheduling meeting with all professionals and parents, gathering data and teacher reports, collating provision maps, attending the meetings and writing up review notes to be sent to parents and SENCO/Ozone lead. (Minimum of three weeks of hours spread over the course of one term)

G. To be responsible for arranging daily cover for LSA absence. (On-going)
H. To be responsible for tracking and managing LSA absence, including scheduling return to work interviews and escalating to line-managers according to the school absence procedure.

I. The production of EHCP students’ passports and targets (Annually for new statemented students and updated as and when required – one week)

J. Supporting the SENCo with SEN support students Assess, Plan, Do, Review cycle including attending parents evening target setting meetings.
K. To monitor the link staff and the interactions with students and parents (Two days – termly)

L. The production of a termly newsletter for Inclusion.  (Termly – three days).

M. Produce a progress report on how SEND students are progressing and achieving using BromCom assessment data (Two days – twice per year)
N. The preparation, co-ordination of and assistance with the paperwork for EHCP applications. (As and when required – three hours each).

O. General administration duties including filing, printing, photocopying, answering the telephone and dealing with enquiries from outside agencies.  Typing both letters and general typing. (Two hours daily)

P. To attend Learning Zone/whole Academy INSET as and when appropriate.
OTHER: 

Regularly liaise with Manager of Alternative Provision, SENCO and ALT Lead for SEN data analysis

Safeguarding Children

Oasis Community Learning is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

The person undertaking this role is expected to work within the policies, ethos and aims of the Academy and to carry out such other duties as may reasonably be assigned by the Principal.  The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant functions, including extra-curricular activities, are fulfilled through direct dialogue with employees, contractors and community members. 

The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed. 

The post holder will be subject to performance objectives agreed annually with the relevant body and these objectives will be reviewed annually.

Agreed by Postholder: _______________________________ (Print Name)

Postholder signature: _______________________________

Date: _______________

