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Service Access Coordinator – SEND After School, Weekend and Holiday Clubs
Reporting to: 	Centre Manager
Salary:	£28,500 pro rata
Location:	Harrow 
Hours of work:	Full-time or Part-time (minimum 22.5 hours per week), term-time only or year-round options available
Job summary

You are responsible for the full end‑to‑end referral, onboarding and bookings process for After School, Weekend and Holiday Clubs and other support services, for children and young people aged 5–25 with learning disabilities, autism and complex needs and their families.

You process referrals in line with the KCA Referral and Onboarding Policy, and you maintain excellent communication with families and professionals. You maintain accurate attendance records, coordinate bookings and support monthly usage monitoring to ensure accurate invoicing. 

You play a key role in ensuring every child and family experiences a smooth, transparent and supportive journey into KCA’s services. You also support KCA Family Workers by sharing referral information, identifying wider family needs and coordinating joint support where appropriate. 

You practice the values of:

Kindness in your interactions young and their families.
Choice by offering meaningful activities that matter to the person you support.
Ambition to engage young people and their families. 

You promote KCA’s values, aims, policies, and procedures.

Child protection is your priority. You Speak Up against practices that do not support safeguarding and our core values. You monitor, report, and act on safeguarding matters. 

You place the needs, preferences, and aspirations of the individuals you work with at the heart of all planning and decision-making, empowering children and young adults to achieve their goals, build independence, and live fulfilling lives.

Key responsibilities
Referral management
You:
· Manage all incoming referrals via CarePlace, website forms and professional enquiries.
· Ensure referrals are acknowledged within agreed timescales.
· Gather initial information and schedule assessments of need.
· Maintain the waiting list and provide regular updates to families.
· Monitor service eligibility in line with KCA’s criteria.
· Liaise with local authorities regarding funding, packages and agreements.
· Work collaboratively with Family Workers to ensure that referrals identifying wider family needs are appropriately triaged.

Onboarding and Registration
[bookmark: _Hlk84932965]You: 
· Liaise with families, social care, schools and health providers who make queries and referrals.
· Support families and young people through the full onboarding process.
· Ensure registration forms, medical information, permissions, assessments and supporting documents are complete and stored securely in line with GDPR.
· Create digital folders on CRMS and register parents on parent platform.
· Prepare initial support plans such as All About Me, risk assessments and PEEP templates for managers to review.
· Provide families with clear information about sessions, settling-in procedures and expectations.
· Offer parents and carers support through our Family Service when required, and liaise with KCA Family Workers.
· Share relevant information with KCA family workers to support early help, transitions, and ongoing family support. 
· Liaise with Deputy Manager to book settling in sessions.
· Brief playworkers on the young person’s initial support plan
Bookings and Attendance Management

You: 
· Coordinate bookings for After-School Clubs, Weekend and Holiday Clubs.
· Communicate session availability, confirm places and manage cancellations.
· Maintain accurate attendance registers and ensure they match funding requirements.
· Work closely with session leaders to verify attendance daily.
· Monitor patterns of non-attendance and notify managers as needed.

Monthly Usage Monitoring

You: 
· Ensure attendance register data is accurate.
· Complete monthly usage data and submit to the finance team.
· Support invoicing processes by responding to invoicing queries.
· Flag discrepancies promptly and assist in resolving them.

Communication and Family Support

You:
· Act as a consistent, friendly and professional point of contact for families.
· Provide clear information about services, availability and next steps.
· Support parents with navigating the referral and onboarding process.
· Offer reasonable adjustments for families needing support completing forms.
· Work closely with the Family Workers to offer holistic family support.
· Attend meetings with parents, Family Workers, schools, social workers and internal teams when required.
Administration

You:
· Collect and record accurately funding agreements for each young person.
· Use CRMS and internal systems to ensure accurate data management.
· Maintain compliance with GDPR and LDN London’s data protection policies.
· Support the Centre Manager with preparing service reports.

Safeguarding and Confidentiality 

· Handle all information sensitively, respecting confidentiality.
· Identify and report safeguarding concerns promptly in line with child protection and safeguarding policy.
· Ensure safeguarding information is passed early to the DSL when indicated as part of the onboarding process.

Key Performance Indicators

Quality of Care - Communication with professionals and parents is timely, clear and responsive. Families and young people experience a smooth, consistent and supportive referral and onboarding journey. 

Service Coordination - Referrals, assessments and onboarding tasks are completed within required timescales. Bookings and attendance records support effective session planning.

Safeguarding and Child Protection - Safeguarding concerns are escalated without delay. Sensitive documents are stored securely and compliant with policy.

Health & Safety - All medical, emergency and personal care information is accurately recorded and provided to the children and young adults staff. Missing information or risks are flagged promptly to the Centre Manager.

Data Quality- Attendance data is accurate and submitted monthly.

This role is subject to enhanced DBS checks and ongoing safeguarding requirements. Flexibility is required, and additional duties may be assigned in line with service needs and our charitable activities. 
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	Selection criteria

	The Onboarding and Bookings Coordinator should have
	Examples that may show competence

	Understanding of children’s services
	Experience working within children’s services, SEND, education, social care, out of school, family support or similar.  Experience contributing to assessments, support plans or risk assessments.
	Essential 

	Understanding of SEND
	Experience of working with young people with SEND or their families. 
	Desirable

	Referral and onboarding
	Experience supporting referral pathways, triage.
	Desirable

	Effective organisation skills
	Ability to prioritise and manage competing deadlines. Excellent organisation and time management
	Essential

	Safeguarding
	Knowledge of safeguarding, vulnerability and child protection responsibilities.
	Essential

	Communicate well 
	Excellent written, verbal and digital communication skills. Strong respectful communication skills with families and professionals. Ability to remain calm and solution focused.  Ability to communicate confidently with parents, professionals and internal colleagues.  Ability to lead referral meetings with families, schools and internal teams.
	Essential 

	Administration, digital systems and resource management. 
	Confident using digital systems such as CRM platforms. High accuracy in data entry and maintaining registers. 
	Essential 

	Knowledge of how to support health, safety and wellbeing
	Understanding of multi-agency working (schools, SENCOs, social workers, therapists). Understanding of risk assessment and support plans.
	Essential

	Champion inclusion and equity
	Demonstrates inclusive practice. Supports equality, fairness and cultural sensitivity.  Ability to build trust and rapport with families from diverse backgrounds. 
	Essential 

	Education
	Level 3 qualification or above in childcare, youth work, education or a relevant field.
	Desirable
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