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GHES Administrative Support – August 2026 

 

Many thanks for your response to the advert for SEN Administrative Coordinator within Gloucestershire Hospital 

Education Service (GHES). 

 

GHES is here to support any young person in the county who is medically too unwell to attend their main school 

from YR to Yr11.  Admissions come to GHES through two routes – either from the main school through a S19 referral, 

or direct from a medical practitioner.  We also have a team of teaching staff based at Gloucester Royal Hospital and 

we provide educational support and provision for pregnant schoolgirls/school-aged mothers. 



 

 

SEN Administration at GHES  

Our cohort typically has around 70% with SEN.  The key areas of need being SEMH and Communication & 

interaction.  However this is also significant comorbidity with Autism. 

We typically have 15-20 students within the statutory assessment process – many of which were in this process on 

admission to GHES, and increasingly through Right to Choose pathway.  We now have around 25 students at any one 

time with EHCPs, many of which will support their transition back to their main school or to a different setting, 

typically Specialist or to provide the support they need when transitioning to Post16 providers. 

Our cohort numbers are mostly at KS4, with between 50-60 students with us in year 11.  The majority of them will be 

well enough to sit some of their GCSE Examinations.  Many require Exam Access Arrangements – therefore GHES 

works hard to provide the evidence required by main schools for them to apply for these arrangements. 

This role is pivotal in coordinating all of the SEN administrative work within GHES.  Each member of the SLT is a 

qualified SENDCo, headed by David Rumsey, our lead SENDCo for GHES.  On referral there is a plethora of SEN 

information handed over.  All students remain dual-registered with their main school – our role is to maintain, 

update and support all SEN statutory plans alongside each school’s SENDCo whilst a child is with us.  We often find 

when a child is referred to us, they have emerging SEN needs and are embarking on the statutory assessment 

process.  We often find the main schools have found it hard to gather evidence to support this process due to 

prolonged absence and not attending their main school in person for a considerable amount of time.  Therefore our 

role in providing this evidence when they start accessing our lessons is crucial and extensive. 

This role is coordinating all SEN information, plans, T&L strategies, review meetings internally, that would typically 

take place within a school, involving pastoral, support staff, teaching staff, parents/carers and child etc… but this role 

has a large external coordinating role, as we are working alongside each main school’s SENDCo, working with the 

EHCP team, and quite often with the EHCP team for determining Special, EOTAS or Post16 provision.  There is 

therefore a huge amount of admin to oversee and review meetings for all statutory plans to coordinate, along with 

gathering evidence from our own staff or other professionals to support these meetings and reviews. 

Alongside this is the work involved with gathering evidence to send to main schools so they can apply for Exam 

Access Arrangements.  This role starts from when a child joins us in Year 10, and continues with all referrals we take 

in year 11.  Gathering the evidence from teaching staff and providing supporting statements for each main school is 

a crucial task to ensure our students have the right support to access their exams. 

Up until now David Rumsey, SENDCo has been overseeing this operational statutory work for the whole service and 

to support the SLT, each of which case manage students with SEN.  The organisation and administrative aspect of 

this has increased significantly over the past two years – hence the creation of the role – to separate the operational 

administrative aspect of this work, to enable greater focus on T&L, support for teachers and leadership strategic 

oversight for the service. 

Induction of new staff 

 

The successful candidate can expect a fully supported induction programme which involves aspects of safeguarding 

training, shadowing roles within the service, using our systems such as Capita, SIMS and CPOMS and more general 

GCC ICT systems. We won’t be throwing you in at the deep end as there is so much to learn and discover, so we 

would expect the first two weeks at least to be very much shadowing our current team and getting to grips with 

using our systems. 

Staff Wellbeing at GHES 



 

The induction to GHES is just the start of how we support all our staff here at GHES.  The wellbeing of staff is 

paramount to maintaining a successful and forward-thinking service and an outstanding learning environment. GHES 

recognises that our staff are our most important resource and are to be valued, supported and encouraged to 

develop personally and professionally within a learning and caring community. Support for staff’s wellbeing needs to 

be personalised and bespoke to meet the specific needs of staff as these arise. When staff are happy, motivated and 

purposeful in their approach this will have a huge positive impact on the wellbeing and achievement of learners. To 

support all our staff, we have the following in place: 

• Clear policies and procedures are in place to support and safeguard staff, e.g. Menopause, Equality policies 

• Job descriptions and person specifications to ensure staff members know what is expected in their role and 

the right person is recruited where vacancies exist 

• Continuing professional development opportunities and supportive performance management processes 

• All line managers have an open-door policy and regularly check in and meet with colleagues  

• Mental health & wellbeing is part of staff induction 

• Ongoing professional support 

• Non-teaching time on Wednesday afternoons; allowing staff to meet and carry out admin / leadership 

responsibilities 

• Regular team meetings; mix of face-to-face and online 

• Flexible working patterns 

• Introduction of Wellness Action Plans (Appendix 1) so line manager knows how best to support staff and 

what reasonable adjustments are needed 

• Annual wellbeing surveys to understand the areas of work-life that have a negative effect on wellbeing 

• Reflective supervision accessible to all staff 

• Referral and signposting to external sources of support where necessary, e.g Occupational Health, Employee 

Assistance Programme 

• Staff trained in Mental Health First Aid 

• Staff TEAMS group; one to share work related issues and one for more informal chat 

• Staff book group 

• Social events 

 

Other Essentials 

GHES is a service within Gloucestershire County Council (GCC) so employment with us is through them. 

Hybrid working arrangements are available for this role, giving the administrative team the opportunity to work in a 

way that suits them, balancing service need and individual choice, with a mix of both remote and office working.  

For all your hard work, you will receive the following: 

• Flexible and agile working opportunities 

• Family friendly employer offering benefits to help support you and your family 

• Career development and qualification opportunities 

• Supportive and positive working environment with regular, robust supervision 

• Local Government Pension Scheme (LGPS) 



 

• Access to our Employee Assistance Programme (EAP) that provides free, confidential, counselling and advice 
for employees, available 24 hours a day, online and by telephone. 

• An in-house Occupational Health service 

• Employee discount scheme  

• Cycle to Work scheme 

• Gloucestershire Salary Sacrifice Green Car Scheme (T&Cs apply) 

• Links to employee networks such as Prism (LGBT+) network and the Young Employees Network. 
 

Further information can be found on our website including all statutory policies: 

www.gloucestershire.gov.uk/ghes 

If you would like to speak to Beth Warren, Head of Service, or David Rumsey, SENDCo, for an informal conversation 

please contact us on 01242 532363 or email ghes@gloucestershire.gov.uk.  You are also welcome to visit prior to 

making an application. 

GHES is committed to safeguarding and promoting the welfare of children and young people and expects all staff 

and volunteers to share this commitment.  All appointments will be subject to satisfactory references, and enhanced 

DBS check and the Right to work in the UK. 

When filling in the application form it is really important to not only state your experience but to explain why you 

are choosing to apply to work at GHES in particular and why you feel you are the best candidate. Ensure you 

include relevant experience that would support your application for working within an alternative provision working 

environment, and cross-phase.  We will not accept CVs so please do not add this to your application when applying 

through the GCC vacancy website. 

Yours sincerely, 

 

Beth Warren 

Head of Gloucestershire Hospital Education Service 

 

http://www.gloucestershire.gov.uk/ghes
mailto:ghes@gloucestershire.gov.uk

