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JOB PROFILE


	Job title:   
	Educational Health and Care Plan (EHCP) Coordinator

	
	

	Grade:

	Band 4

	JE number: 

	JE26

	Accountable to:      

	Head of Additional Learning Support and Inclusion 

	Line Management of:
	N/A



General Duties and Responsibilities 

· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
To participate in the College Professional Development and Review (PDR) Scheme  

	Duties and responsibilities

	 
	



1. Co-ordinating the administration of the annual EHCP review process, adhering to the statutory guidelines set out in the SEND Code of Practice 2015

2. To provide and maintain a high-quality cross-College administrative system for supporting and tracking EHCP processes from pre-entry to leaving College. 

3. To effectively contribute towards the delivery of high-quality educational experience for all students, delivering services in a way that is appropriate and responsive and which displays the highest standards of student support.

4. Always ensure confidentiality, with an awareness and ability to abide by GDPR.

5. Lead on timely review meetings, to include inviting College staff and external agencies collating and distributing reports and working with Learning Support teams to service the meetings.

6. Liaising with all partners, including parents, carers and statutory agencies to consult on EHCPs and the review process to ensure appropriate support is in place at the College.

7. To complete local authority reports after review meetings and distribute in accordance with SEN Code of Practice.

8. Support with EHCP consultations.

9. Lead on all EHCP reviews at Nottingham College taking accurate minutes

10. Be the initial point of contact in relation to EHCP queries.

11. To ensure the distribution of assessment information and support targets to the staff responsible for students with EHCPs.

12. To carry out general administrative tasks supporting the Additional Learning Support teams. 

13. To contribute to the strategic direction and operational effectiveness of the College 

14. Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college

15. Deliver on key performance indicators across the College, aiming to deliver continuous improvement 

16. Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies

17. To proactively promote Safeguarding practice, EDI and Health and Safety

NOTE

This job profile provides an overview of the principal duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.


















PERSON SPECIFICATION

	Role:  Educational Health and Care Plan (EHCP) Co-ordinator
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent
	E
	X
	
	

	2
	Level 3 qualification relating to SEND
	D
	X
	
	

	Experience and Skills:

	3
	Experience of working with students with learning difficulties or disabilities
	E
	X
	
	

	4
	Excellent communication skills ensuring effective communication with students, staff and other organisations both verbally and in writing.
	E
	
	
	

	5
	Excellent organisational skills with the ability to complete tasks in an accurate and timely manner when working under pressure and to deadlines.
	E
	
	
	

	6
	Experience of administrative processes
	E
	X
	
	

	7
	Experience of using IT, including word processing, spreadsheets and databases to a very high standard
	E
	X
	X
	

	8
	Ability to arrange meetings with a diverse range of participants from different organisations.
	D
	X
	X
	

	9
	Experience of report writing, updating reviews and feeding back to relevant internal teams and external agencies.
	E
	X
	X
	

	10
	Experience of dealing in a professional capacity with a broad range of people.
	E
	X
	X
	

	11
	Experience on how to recognise potential safeguarding issues and how to report and escalate as required
	D
	X
	X
	

	12
	Communicate effectively as a member of a team
	E
	X
	X
	

	13
	Experience of conducting professional meetings
	D
	X
	X
	

	Personal Attributes: 

	14
	Excellent interpersonal skills
	E
	X
	X
	

	15
	Ability to collate information and write reports
	E
	X
	X
	

	16
	Good organisational skills
	E
	
	X
	

	17
	A professional approach in liaising with local authorities and external professional agencies.
	E
	
	X
	

	18
	Understanding of confidentiality Data Protection and safeguarding
	E
	X
	X
	

	19
	Good knowledge of IT applications
	E
	X
	
	

	20
	Demonstrate a genuine commitment to uphold and promote equality, Diversity and Inclusion  
	E
	
	
	

	21
	Commitment to quality and excellence through evidence of continuing professional development
	E
	
	
	

	22
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	
	

	
	



KEY: 
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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