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JOB TITLE:				Annual Review Coordinator

REPORTS TO:			SENCO

BAND:				6				


JOB PURPOSE

To ensure that Annual Reviews are organised, conducted and completed effectively for all pupils attending the school.

As the Annual Review Coordinator, you will oversee the annual review process, ensuring timely and thorough updates to Education Health Care Plans. You will be the key point of contact between schools, parents, and multi-agency professionals, helping to coordinate and improve outcomes for children and young people.
KEY ACCOUNTABILITIES

[bookmark: _Hlk218687151]Championing the Relational Culture Charter by actively embedding:
· Value Difference
· Effective Communication
· High Challenge & High Support
· Respect for All
· Solution Focused
Maintain awareness of, and commitment to, the Trust’s Equality and Diversity policies and practices.

Adhere to the Trust’s Safeguarding and Child Protection policies, ensuring any safeguarding concerns are reported promptly and appropriately in line with Trust procedures.

To maintain awareness of and commitment to the Trust’s Equal Opportunity Policies in relation to both employment and service delivery.

To fully comply with the Health and Safety at Work Act 1974 etc. the academy’s Health and Safety Policy and support the accurate maintenance of statutory Health & Safety documentation.

To work with colleagues to achieve Trust objectives and targets.

To participate in Employee Development schemes and Performance Management and contribute to the identification of your own development needs.

Working in full collaboration with other academies in the Trust sharing good practice and resources as the need arises


PRINCIPAL RESPONSIBILITIES/DUTIES

Take the lead in ensuring that Annual Reviews of Education, Health and Care Plans (EHCPs), are organised, conducted and completed effectively for all pupils, ensuring statutory deadlines are met.
· Produce an annual review schedule and circulate amongst the staff teams.
· Send invites and parent view forms to families; LAs; professionals; therapists and teaching staff at least 6 weeks in advance.
· Liaise with the teaching staff to ensure that all Annual Review paperwork is completed in line with statutory deadlines.
· Send all completed paperwork out to all who are invited two weeks prior to the Annual Review meeting.
· Contact all parents one day before the meeting to confirm their attendance.
· Attend and take minutes at some Annual Review meetings as agreed with the SENCO and other multi-professional meetings as appropriate.
· Reschedule any postponed meetings, if at the second meeting there is no attendance by families, the meeting will take place in their absence, except in exceptional circumstances.
· Schedule Annual Reviews as new pupils join the school.
· Adhere to the principles of GDPR.
· Any other task as directed by the SENCO / Head of School / Executive Principal commensurate to the post.
· To provide coaching (where appropriate) to staff as necessary to ensure documents are completed to the highest standard.


ADDITIONAL RESPONSIBILITIES

Support the vision and values of the academy and trust and participate in a team approach to all aspects of academy life.  Attend meetings and training sessions as required.  Be involved in extra-curricular activities, e.g. open days, academy events.

[bookmark: _Hlk99110225]There will be a requirement to work collaboratively with other academies in the trust, sharing expert practice and supporting on site at other locations when there is an operational need to do so (as directed by the CFOO/Trust Admin Lead).

At the discretion of the Executive Principal / CFOO such other activities may from time to time be agreed as consistent with the nature of the job role described above.

Solent Academies Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Any successful applicant will be required to undertake an Enhanced Disclosure check by the Disclosure and Barring Service (DBS). 

This list is not exhaustive, and other duties may be required as part of the role.
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Essential
	
Desirable 

	Evidence From

	
Knowledge and Skills and Experience


	
Experience of providing an excellent administrative service in a relevant setting

	
X
	
	Application and CPD record

	
Ability to apply numeric and thorough analytical
skills in order to produce accurate, timely and meaningful information 

	
X
	
	
Application and CPD record

	
High level of computer literacy and demonstrable ability to make use of the technology available including Microsoft Word and Excel

	
X
	
	
Application and CPD record

	
GCSE (or equivalent) in Maths and English Grade C or above.

	
X
	
	
Application
/interview

	
Interpersonal and Communication Skills


	
Effective communication and presentation skills – both oral and written, plus high-level influencing skills

	
X
	
	
Application /interview

	
Able to deliver excellent customer service, both externally and internally 

	
X
	
	
Application /interview

	
Interpersonal skills – including internal and external contacts


	
X
	
	
Application /interview

	
Be able to work effectively as part of a team

	
X
	
	Application /interview


	
Able to demonstrate team leadership skills

	
X
	
	Application
/interview




	
Initiative and Independence


	
Organisation, time management and prioritisation skills

	
X
	
	Application /interview

	
Ability to meet deadlines and works well under pressure without compromising accuracy

	
X
	
	
Application /interview

	
Ability to work effectively in a confidential environment and maintain appropriate confidentialities

	
X
	
	
Application 
/interview


	
Ability to identify own and others training needs and how these may be met as part of a process of continuing learning and development

	
X
	
	
Application /interview

	
Ability to demonstrate independent working and deal with conflict should it arise.

	
X
	

	
Application
/interview

	
Ability to work effectively in a safeguarding environment

	

	
X
	Application
/interview





Signed Employee……………………………………………………….Date……………………….



Signed Manager…………………………………………………………Date………………………























2
Annual Review Coordinator JD

Company Registration No:08374351, Solent Academies Trust is a Charity and a Limited Company
image1.png
Dove House
Academy




