
 

 

Job Description - Learning Resource Coordinator and EHCP/Safeguarding 

administration support 

 

Position:  Learning Resource Coordinator and EHCP/Safeguarding administration 

support 

Department/Service:   Future Education 

Job status:  Permanent 

Hours of work:     37 per week  

Working pattern (approx):  Mon- Fri: 08.00 – 16:00 (some flexibility to be agreed) 

Term Time Commitment:  Term time plus two weeks  

Location:    Norwich based – with travel across Norfolk on rare occasions 

Salary:     £24000 - £25500 

Pension:    Access to Company Pension Scheme 

Application Deadline:    24th June 2026 

Expected start date:    asap 

 

 

Vision statement: 

Our vision is of vibrant and strong communities where everybody can live independent, safe and happy lives 

 

 

Context and purpose of the job:  

This is an exciting new role providing the opportunity to create, develop and maintain a new learning resource 
centre within the school.  This will be to provide a stimulating, engaging and safe space for students to explore 
interesting books and other reading materials. To provide guidance, advice and training for students in how to 
use; assistive technologies, sensory, learning and communication aids and tools to enhance the progress they 
are making and build self-confidence.  

A part of the role will also be to provide administrative support in both SEND and safeguarding areas of the 
school allowing an efficient, meticulous and informative process. 

Future Education is a small Specialist Independent School part of Future Projects Charity. All of our young people 
have SEMH needs along with associated behavioural difficulties, and many have additional special educational 
needs such as speech, language and communication difficulties, autistic spectrum disorder (ASD) and attention 
deficit and hyperactive disorders (ADHD).  Whilst our provision is a small school of 44 students, all have EHCP’s, 
have frequently experienced trauma in their lives and have often had an unsettled journey through education 
before joining us. Through our unique combination of academic and vocational study alongside a range of 
therapeutic provision our students engage with learning and acquire the skills and qualifications they need to 
go on to make the next steps to leading happy fulfilled lives. 

The post holder will ensure a safe and supportive learning environment that champion's the success of all 
students, particularly those with additional needs. They will be kind, compassionate and dedicated person to 
provide a professional, high-quality, and efficient service. 



 

Learning Resource Coordinator and EHCP/Safeguarding administration support  

Personal profile:    

 

We are looking for a colleague who: 
Is first and foremost, passionate about understanding our students, how the brain is impacted by traumatic 
experiences and the crucial role relational experiences play in reparation.  The ability to make excellent positive 
relationships with our students is essential. 
 
Has experience of working in a school environment with students of a similar age group to the school.  Ideally 
with a background working with SEND students and will understand the challenges facing our students. 
 
Is knowledgeable about the technologies and learning resources available to support students with many and 
diverse learning needs. 
 
Is a confident communicator face to face, on the telephone, through email and letter, maintaining a professional 
manner in all situations. 
 
Has ideally completed DSL safeguarding training. 
 
Meticulous in record keeping and adept and experienced in use of Microsoft Word and Excel and able to quickly 
become confident in using the school’s management and information systems.  
 
Is an excellent team player willing to help out and lend a hand in a variety of situations. Is able to quickly make 
excellent relationships with all students and staff. 
 
Has experience working under the guidance and direction of Senior leaders and on your own initiative to give 
students the very best support they need to make meaningful progress in their learning and achievement.   
 
You will have good knowledge of the policy and procedural framework within which SEND schools operate; you 
will understand your role in areas such as safeguarding children, SEND, health & safety, and teaching and 
learning.  
 
Will be flexible, reliable and positive and looking to make a real difference in the lives of young people.   
 
You will be fully committed to the principles of therapeutic education for pupils with complex needs and will be 
able to develop a good rapport with pupils in order to understand their needs and better support them to learn 
and progress. 
 

Job Description: 

Main duties and responsibilities: 

1. Learning Resource Area – management and coordination 

• Create and develop the learning resource area of the school. Creation will require design of every aspect 
from furniture and storage to specialist materials, aids and tools.  Ensure the resource area is a welcoming, 
safe, tidy, and stimulating environment that promotes reading for pleasure and independent learning. 

• Select, acquire, catalogue, process, and maintain a high quality, relevant, and diverse collection of books and 
other reading materials for students of all ages and abilities. 

• Create and maintain a central record of any learning resources required/preferred that students benefit from 
using within their lessons, interventions and learning sessions. 



 

• Undertake staff training in the use of any resource used by students as and when required. 

• Deliver interventions sessions either one to one or on a small group basis as required and appropriate. 

• Facilitate the use of the resource area to be used by students for independent study during lunchtimes, 
breaktimes and, by arrangement, lessons times.  Supervise and support students during this time. 

• Manage the learning resource budget effectively, including ordering resources and liaising with the 
Headteacher regarding finance.  

2. Special Educational Needs/Disabilities (SEND) Support and Administration  

Working in collaboration with the SENDCo:  

• Organise and coordinate reviews for Education, Health and Care Plans (EHCP), and Personal Education Plans 

(PEP) for children in care. This includes scheduling meetings with and collating documents from all involved 

relevant parties (parents/carers, teachers, external professionals, social care).  

• Monitor, coordinate and track the completion of requests from external agencies working with students 

for questionnaires, reports etc (e.g. diagnostic services, CAMHS, educational psychologists).  

• Monitor and track reviews for interventions and pupil passports on Provision Map; collate this information 

for reviews.  

• Ensure all documentation and related activities are completed to a high quality and within statutory 

timeframes. 

• Notify parents/carers, relevant school staff and external professionals of forthcoming reviews and 

distribute all relevant documentation within the given timeframes.  

• As required, attend review meetings to take minutes and type/distribute them to relevant colleagues and 

external parties.  

• Build strong working relationships with internal staff (SENDCo, leadership team) and external professionals 

(e.g. social care teams, local authority virtual schools).  

3. Safeguarding Support and Administration 

• Provide effective administrative support to the Designated Safeguarding Lead (DSL) and the wider 
safeguarding team. 

• Contribute to a school culture where children and staff feel safe to raise concerns and where the welfare of 
children is paramount. 

• Ensure all actions are in line with the school's child protection and safeguarding policy and procedures, as 
well as statutory guidance such as "Keeping Children Safe in Education".  

This role may involve any or all of the following activities as and when required and under direction of the lead 
DSL – this may vary at different times throughout the year: 

- Take minutes of safeguarding meetings 

- Add notes to our internal safeguarding management system 

- Transfer records, virtual and physical, of safeguarding records both into and out of school 

- Use the safeguarding management system to provide data analysis 

In all areas you will work closely with Senior Leaders and therapeutic staff. 

This role profile is not exhaustive and is subject to review in conjunction with the post holder and according to 
future changes/developments in the service. 
 



 

The nature of our school means that the likelihood of violence and aggression, and risky behaviours from pupils 
toward each other and toward staff is relatively high. You will be challenged by our students both emotionally 
and verbally, and whilst the school has in place a comprehensive range of risk management and safety control 
measures it is not possible to eliminate such risks. 

Contacts: The post holder will work closely with Teachers, Instructors and a small group of students throughout 
the week. The role will likely involve contact with parents, carers and visiting professional staff such as 
Educational Psychologists or Social Workers, as well as School Governors.  
 
Supervision: The post holder will be line managed by the Assistant Head - SENCO and may be directed by 
teaching staff on a day to day basis. 

Health and Safety/Safeguarding: The post holder must comply with policies and procedures relating to health 
and safety, security, confidentiality, data protection, vulnerable adults and safeguarding children, and 
preventing extremism and radicalisation; and report all concerns or disclosures to the appropriate person.   

Future Education is committed to safeguarding children and adults and expects all staff and volunteers to share 
that commitment. Our primary concern is always the safety and wellbeing of children. 

• The School’s Designated Safeguarding Lead for Children is: Jane Maclennan – Deputy Head Teacher at 
Future Education: j.maclennan@futureeducation.org.uk 01603 251 310 

• The Charity’s Designated Safeguarding Lead for Adults is: Grace Richardson – Support Services Manager: 
g.richardson@futureprojects.org.uk 01603 327889    

 
Future Education will provide a programme of induction and training to include Health & Safety and 
Safeguarding, and will make external training available as required.  
 
Equalities: The post holder must be aware of, support and promote equality and diversity in all its forms, and 
ensure that students have equality of access to the service. Future Education is an equal opportunities employer 
and a disability confident employer. 

 
Disclosure of Criminal Convictions / Cautions: Because Future Education offers education to people under the 
age of 18 all positions are exempt from the provisions of the Rehabilitation of Offenders Act 1974.  You are 
therefore not entitled to withhold information about any convictions/cautions, etc. including those which for 
other purposes are ‘spent’ under the provision of the Act. 
 
Police Checks: All employees/volunteers are required to undertake a full DBS disclosure check prior to 
commencing employment.    The successful applicant will be required to complete a disclosure form for the 
School to undertake a criminal record check to confirm the existence and/or nature of any record of criminal 
convictions or other relevant information. 
 
Addition information: Whilst every effort has been made to explain the main duties and responsibilities of the 
post, each individual task undertaken may not be identified. Employees will be expected to comply with any 
reasonable request from the Headteacher to undertake work of a similar level that is not specified in this job 
description.  
 
Future Education encourages a positive attitude and approach at all times, promoting an atmosphere in which 
young people can raise their self-esteem and develop high expectations for themselves. 
 
The post holder is required to contribute to and support the overall aims and ethos of the charity.   

 
Person Specification: Successful candidates should evidence within their application how their skills, 
qualification and experience meet the profile, responsibilities and duties outlines in the job description.  
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