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Muscliff Primary School
Job Description
	Post Title
	SEND and Attendance Administrative Support

	Salary/Grade/Hours
	Between salary scale point 9 – 15 depending on experience, £27,252 - £30,024 full time equivalent. 25 hours per week, term time only (45.45 weeks a year). 

	Reporting to
	SENDCo/Assistant Head and Deputy Head Teacher

	Disclosure Level
	Enhanced

	Job Purpose

	To provide comprehensive administrative support for the Special Educational Needs (SEN) provision (both mainstream and resource base) and the school’s attendance procedures. The postholder will work closely with the SENDCo and the Attendance Lead to ensure timely, accurate documentation and support for pupils with additional needs, while also monitoring, recording, and supporting pupil attendance systems across the school. 

	Key Responsibilities

	SEN Administration

· Maintain and update accurate pupil SEND records and files in line with GDPR and school policies.
· Support the SENDCo in preparing, distributing, and filing EHCP (Education, Health, and Care Plan) documentation.
· Track and monitor review dates for annual reviews.
· Prepare and distribute paperwork for Annual reviews. 
· Coordinate and schedule meetings (e.g., Annual Reviews, parent meetings, external agency visits).
· Take minutes at SEND-related meetings as required and circulate to relevant stakeholders.
· Ensure all paperwork is completed in a timely manner, especially in preparation for statutory deadlines.
· Distribute paperwork to parents and staff from outside agencies.  
Attendance Administration
· Support the Attendance Lead in implementing the school attendance policy and strategies to improve pupil attendance. 
· Prepare and process paperwork (including for penalty notices) for unauthorised absences and holidays during term time, ensuring compliance with local authority policies and timelines. 

· Liaise with Attendance Lead regarding requests for absence in term time and decisions regarding authorisation. 

· Maintain records of holiday requests, penalty notices issued and outcomes and 10-in-10 unauthorised absences. 

· Provide administrative support to our Independent Education Social Worker, sending out supporting documentation of their monitoring of most persistent absentees. 

Communication and Liaison

· Act as a point of contact for parents, carers, and external agencies, handling queries professionally and sensitively.

· Liaise with teachers and support staff to collect required information about pupils.

· Distribute communication to parents/carers regarding SEND updates and meeting schedules.
· Support with the transition to and from primary school (liaising with Early Years providers/secondary schools/specialist schools). Arranging meetings and additional visits as necessary.
Data Management

· Maintain and update SEND registers. 
· Collate data and contribute to SEND reports. 
· Record information on CPOMs. 
· Produce accurate attendance reports for the Senior Leadership Team and Governors. 
· Arrange the safe transfer of data to and from primary school (liaising with Early Years providers/secondary schools/specialist schools) as necessary.

General Duties
· Uphold the school’s safeguarding policies and contribute to the welfare of the children. 

· Maintain confidentiality and discretion at all times, alongside compliance with data protection requirements. 
· Support with general school administrative tasks when necessary.
· Participate in relevant training and professional development.



