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	Job title: ILP Coordinator

	Service area: Education Learning & Achievement


	Post number:  


	Division: Education


	Grade: 6
	Section/team: Frederick Gough School


	Overall purpose of job:

To coordinate the school’s Individual Learning Plan (ILP) process for pupils with SEND who require an ILP, ensuring that plans are reviewed within agreed timescales, are of appropriate quality, involve pupils, parents/carers and relevant staff, and are communicated effectively to all staff who work with the pupil.

To support the SENDCO by maintaining effective oversight of the ILP review cycle, chairing ILP review meetings, monitoring the implementation of agreed provision and adjustments, and gathering evidence of the impact of ILPs on pupils’ access, participation and progress.

To provide a consistent point of coordination between pupils, parents/carers, teaching staff, Learning Support Assistants, pastoral staff, leaders and other relevant professionals in relation to ILPs.

The postholder will work under the direction of the SENDCO. The SENDCO retains responsibility for the strategic leadership and coordination of SEND and for decisions requiring SENDCO professional judgement.


	Post holders will be expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties, which reasonably correspond to the general character of the post and are commensurate with its level of responsibility. 

	Main responsibilities:

• Maintain an accurate overview of all pupils requiring an ILP and manage a programme of review meetings so that each ILP is reviewed within the school’s agreed timescales.
• Organise ILP review meetings, liaising with parents/carers, pupils and relevant staff and professionals to secure the involvement of the appropriate people, including teachers, LSAs, Heads of Year, LCAs and members of SLT as appropriate.
• Chair ILP review meetings, ensuring that the views of the pupil, parents/carers and relevant staff are heard and that meetings remain focused on identified needs, provision, outcomes and next steps.
• Coordinate the completion and updating of ILPs following review meetings, ensuring that agreed outcomes, strategies, reasonable adjustments and provision are recorded clearly and accurately.
• Quality assure ILPs to ensure that they are clear, specific, practical for staff to implement and contain appropriate outcomes against which impact can be reviewed.
• Ensure that current ILPs are recorded and stored in accordance with school procedures and are shared and readily accessible to ALL staff who teach, support, supervise or otherwise work with the pupil, as appropriate.
• Establish systems to confirm that relevant staff have access to current ILPs and identify promptly where information has not been successfully communicated.
• Monitor and quality assure the implementation of provision, strategies and reasonable adjustments identified within ILPs, drawing on information from pupils, parents/carers, teachers, LSAs, pastoral staff and leaders.
• Undertake appropriate checks, including discussion with pupils and staff and visits to lessons where required, to establish whether agreed ILP provision and strategies are being implemented consistently.
• Gather and collate evidence of the impact of ILPs, including progress towards agreed outcomes and evidence relating to pupils’ access to learning, participation, independence and progress.
• With the whole SEND team, identify where an ILP, agreed provision or its implementation is not having the intended impact and ensure this is addressed through review and/or escalated to the SENDCO and appropriate school leaders.
• Maintain appropriate records of ILP reviews, attendance at meetings, agreed actions, implementation checks and evidence of impact, enabling the school and SENDCO to evaluate the effectiveness of the ILP process.
• Provide the SENDCO with regular information regarding ILPs due for review, completed and overdue reviews, implementation of provision, identified concerns and evidence of impact.
• Maintain effective communication with parents/carers regarding ILP meetings, reviews, agreed actions and pupil progress, and encourage their involvement in the review process.
• Work collaboratively with teachers, LSAs, pastoral teams, Heads of Department, Heads of Year, LCAs, Senior Leaders and other relevant staff to support consistent implementation of ILPs.
• Liaise with external professionals, where appropriate and under the direction of the SENDCO, so that relevant advice is reflected accurately within the pupil’s ILP.
• Contribute to the continuing development of the school’s ILP systems, documentation and review processes and identify recurring issues or barriers to effective implementation.
• Refer to the SENDCO any matters requiring specialist SEND judgement, significant changes to provision, consideration of statutory assessment or other decisions outside the scope of the post.


	Knowledge, skill and experience:
• Good understanding of the education process and of barriers to learning experienced by pupils with SEND in the classroom and an understanding of the reasonable adjustments that can be made to enhance teaching and learning. 

• Knowledge and understanding of the graduated approach to supporting pupils with SEND and the purpose of individual plans, outcomes, provision and review.

• High level interpersonal skills including effective communication, advocacy and mediation skills with pupils, parents/carers and colleagues at all levels of the organisation.

• Ability to chair meetings effectively and sensitively.

• Excellent literacy, IT, organisational and time management skills.

• Ability to analyse information from a range of sources and use this to evaluate implementation and impact.

• Ability to work independently within agreed school systems while recognising matters requiring referral to the SENDCO, SEND manager or senior leaders.

• Understanding of confidentiality, information sharing and safeguarding responsibilities.


	Creativity and innovation:

• Develop and maintain efficient systems for coordinating a substantial number of ILP reviews and ensuring that current plans are accessible to all relevant staff.

• Adapt the organisation and conduct of reviews to enable meaningful participation by individual pupils and their parents/carers.

• Identify practical solutions where agreed ILP strategies or provision are not being implemented consistently.

• Use evidence from reviews, pupils, parents/carers and staff to identify patterns, recurring barriers and opportunities to improve the quality and effectiveness of ILPs.

	Contacts and relationships:

Headteacher / SENDCO/ SEND manager - sharing information regarding the completion, quality, implementation and impact of ILPs; raising concerns and receiving guidance on matters requiring SENDCO or leadership decisions.

• Pupils - seeking and recording pupil views as part of the ILP review process and discussing the effectiveness of support and agreed strategies.

• Teachers and support staff - sharing current ILPs and relevant information; gathering evidence for reviews; discussing implementation and impact; supporting staff to understand agreed strategies, provision and reasonable adjustments.

• Parents and Carers - arranging and chairing review meetings; seeking parental views; sharing information about agreed outcomes, provision and progress.

• Other Professionals - seeking and sharing relevant information, as appropriate, and ensuring professional advice provided to school is accurately reflected within ILPs.

	Decision making:

The postholder will make day-to-day decisions about the organisation and conduct of ILP reviews, the information required and the appropriate staff to involve.

The postholder will identify where ILPs do not meet the school’s expected standard, where agreed provision is not being implemented consistently, or where evidence indicates that an ILP is not having the intended impact, and will initiate appropriate action or escalation.

Whilst the postholder will have autonomy in the coordination, quality assurance and monitoring of ILPs, decisions requiring specialist SEND judgement, significant changes to provision, statutory assessment or wider policy decisions will be referred to the SENDCO and, where appropriate, senior leaders.



	Responsibility for resources: -


	WORK ENVIRONMENT

	Work demands:

The postholder will be responsible for coordinating a substantial programme of ILP reviews within specific timescales. Work will involve competing priorities, regular deadlines and interruptions arising from pupil, parent/carer and staff availability and changing pupil needs.

	Physical demands:
The role is primarily school-based and may involve movement between classrooms, meeting rooms and other areas of the school throughout the working day.

	Working conditions:

The majority of the work undertaken by the postholder will be undertaken in a school environment. The postholder may attend meetings and activities elsewhere where required.


	Work context:
The postholder will regularly discuss pupils’ additional needs, progress and provision with pupils, parents/carers and staff. Some meetings may involve sensitive, challenging or contentious issues and require effective communication and mediation skills.
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Position in organisation:

Indicate how many staff the post is directly accountable for:
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Are posts in more than one location? Yes            No 
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Is this at the same site? Are the posts managed highly mobile? 

Is the supervision/management shared with another post in the structure? Yes         No 

Please indicate which post(s)  _______________________________________________

Headteacher

        I
SENDCO

        I
ILP Coordinator

Note:
Post holders will be expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties, which reasonably correspond to the general character of the post and are commensurate with its level of responsibility. This job description is provided for guidance only and does not form part of the contract of employment.
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	POST NUMBER
	
	JOB TITLE
	
	HOURS PER WEEK
	

	

	
	ESSENTIAL


	DESIRABLE


	HOW MEASURED

	EXPERIENCE


	Experience of working with children or young people.

Experience of coordinating multiple tasks, meetings or reviews and maintaining accurate records.

Experience of working collaboratively with a range of people.
	Experience in a secondary school or SEND setting.

Experience of ILPs, individual support plans or similar review processes.

Experience of chairing meetings with families and professionals.
	Application form

Interview

	EDUCATION, TRAINING AND 

QUALIFICATIONS


	Good standard of literacy and numeracy sufficient to produce accurate written plans and analyse pupil information.
	Level 3 qualification relevant to education, SEND or working with children and young people.

Training in SEND, meeting facilitation or review processes.
GCSE English and Maths at a grade 4/equivalent.
	Application form

Certificates

	SKILLS AND

KNOWLEDGE


	Excellent organisational and time management skills, including ability to manage a substantial review schedule.

Clear, accurate written communication and ability to record specific, measurable outcomes and agreed provision.

Effective interpersonal and communication skills with pupils, parents/carers and colleagues.

Ability to chair meetings, listen to different perspectives and agree clear actions.

IT competence, including electronic record keeping and sharing information securely.

Ability to gather, interpret and evaluate evidence of implementation and impact.

Awareness of SEND, barriers to learning, safeguarding and confidentiality.
	Knowledge of the SEND Code of Practice and graduated approach.

Knowledge of reasonable adjustments and classroom support strategies.

Experience of school information systems and quality assurance processes.
	Application form

Interview

Practical task

	
	

	PERSONAL QUALITIES


	Commitment to inclusion and improving outcomes for pupils with SEND.

Confident and appropriately assertive when following up agreed actions with staff.

Calm, sensitive and professional when dealing with challenging conversations.

Able to work independently within agreed responsibilities and recognise when to refer matters to the SENDCO.

Accurate, reliable, discreet and able to maintain confidentiality.

Willing to work with teaching, support and leadership colleagues across the school.
	Ability to suggest practical improvements to systems and processes.

Experience of supporting colleagues to improve consistency of practice.
	Application form

Interview

References

	WORKING ARRANGEMENTS


	Ability to work across the school with a wide variety of staff members, attend scheduled pupil/parent review meetings and manage competing deadlines.

Willingness to undertake relevant training and comply with school safeguarding and information-sharing procedures.
	Experience of working with external professionals and multi-agency meetings.
	Application form

Interview

	The post is subject to:

· Disclosure of convictions under the Rehabilitation of Offenders (Exemption) Act 1974 Yes □ No □

· Political restriction Yes □ No□

· The ability to speak fluent English under the Immigration Act 2016 Yes □ No □

	

	Employee:

(signed)
	
	(print)
	
	Date: 
	
	

	
	

	Manager: (signed)
	
	(print)
	
	Date:
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