[image: high quality HCC logo col]


JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Children and Young People’s Services - Special Educational Needs and Disabilities

	POSITION NO:


	SECTION:

	SEND Assessment and Review

	GRADE:		9


	JOB TITLE:

	SEND Officer
	DATE PREPARED: November 2021

	EVALUATION DATE:
	6th December 2021
	JE NUMBER: 	NC3502




	ROLE & PURPOSE OF JOB: 

To provide a proactive and responsive service for children, young people, and their families with SEND.

To have operational responsibility and line management of complex send case work to ensure that those children and young people with complex SEND have appropriate educational placements secured that enable them to meet their educational outcomes, prepares them for adulthood and that meet the local authority’s statutory duty. 

To have line management responsibility for SEND caseworkers and support staff including work allocation, supervision, quality assurance of work and budget control, ensuring service standards performance indicators, and statutory requirements are met. 

Responsible for decision making for key elements of EHCP case work and ensuring that all communication and contact with young people, parents and schools is timely, supportive, and constructive, so that confidence in the service is maintained and improved
To have operational responsibility for ensuring high profile cases have a dynamic Education Health and Care Plans (EHCP) that accurately represents the child or young person and their needs.

To prepare the local authority’s statement of case and take the lead on and represent the local authority at SEN Mediation and First Tier Tribunals as well as respond to complaints and negotiate on a regular basis with Solicitors/MP Offices, complaints, and the Freedom of Information Team.

To be a link officer for named special schools and facilitate and lead termly monitoring meetings to ensure that all children and young people are receiving a positive experience within their education setting and be able to provide a proactive service to ensure timely action on potential risks. 
 
To maintain electronic and paper records in accordance with service standards ensuring accurate case recording of all aspects of the EHC process.

To support the continual improvement cycle by quality assuring the work of the SEND caseworkers and undertake case audits as part of the services Quality Assurance Framework.

To deputise as required for the SEND Team Manager in their absence.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults acting as the person responsible to co-ordinate support throughout the SEND process to ensure that good outcomes are achieved and to progress safeguarding concerns in line with policy and procedure.


	2.
	Customer Focus –
To provide a proactive and responsive front facing service for children, young people, and their families with SEND.

Support the Team Manager to use  customer feedback to inform service improvement and practice.

Support the Team Manager to ensure parents and young people with SEND play an active part in service development and identify innovative solutions (sometimes in the face of significant challenge) which minimises the need for parents to seek remedy through the SEND Tribunal arrangements.

Provide training, support and advice to schools ,  educational providers and other key stakeholders to develop their capacity to meet pupil needs in respect of SEND.

Alongside the Team Manager,work with senior school leaders to negotiate and sometimes direct a school to admit a vulnerable or challenging learner.

Communicate local authority decisions about SEND provision and negotiate on behalf of the authority where there are disputes or disagreements.


	3.
	Performance Management –
To ensure the effective supervision of staff (including PDGR’s) to secure high levels of performance and improved customer service satisfaction.

Responsible for the quality and timeliness of work undertaken by SEND caseworkers. 

To ensure changes in legislation are interpreted and implented effectively into policy and operational practice.

To ensure the consistent application of operational practice and policy across the team.

To bring to the Team Managers attention any areas of concern that may impact on service performance. 

To ensure that SEND case workers are up to date with mandatory training and to raise any performance issues with staff as appropriate and agree a plan of action to support their development. 


	4.
	Statutory Obligations –
Ensure the requirements of Part 3 of the Children and Families Act 2014, the SEND Code of Practice 2015 and other relevant legislation and policy are met.


	5.
	Manage and develop a small team of SEND Caseworkers and Casework Assistants ensuring practice is in line with the Children and Families Act 2014 and that performance indicators are met.


	6.
	To verify and approve Draft EHC Plans and Notice of Amendments, ensuring that decisions are legal and made in accordance with available resources to ensure that they provide value for money and quality.


	7.
	Alongside the Team Manager, analyse trends in referral rates and other data to forecast/plan work and to ensure that financial implications are recorded and reported on.


	8. 
	To support SEND case workers at complex multi-agency meetings as necessary and undertake strategic review meetings of education placements in maintained and independent non-maintained special schools and other educational settings, alerting the Team Manager to any placement/provision issues that arise.


	9.
	To ensure that EHC plans, and interventions support young people to prepare for adulthood. Working in partnership with other agencies and services as appropriate, including working alongside colleagues in adult services to ensure that wherever possible systems and processes align in a way that supports the positive transition of young people with Special Educational Needs and Disability into adult services.


	10.
	Manage the SEND Tribunal process ensuring that all deadlines are met, producing detailed working documents in liaison with families and specialist SEND Solicitors on cases. Present cases at SEND Tribunals where approprate.


	11.
	Accurately record, input, and maintain case records as per service standards.


	12.
	Negotiate at mediation sessions on behalf of the Authority using an appointed Mediation Service.


	13.
	Oversee the phase transfer of pupils in accordance with the statutory deadlines as laid down the SEND Code of Practice.


	14.
	Contribute to the maintenance / retrieval of accurate, up to date information on service data bases, monitoring systems case management systems. Ensure up to date information is available for use by senior managers with regard to monitoring   SEND / trends/ service performance and standards etc.


	15.
	Maintain an up-to-date knowledge of any changes in legislation and case law relating to SEND and amend internal documents as required.


	16.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:



	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:
[bookmark: Text8]Provide line management up to 6 SEND Caseworkers and SEND support staff

When deputising for the SEN Team Manager, will assume responsibility for the SEN Team and all associated functions

[bookmark: Text9]2.	Responsibility for Customers/Clients: 
Will be responsible for providing well informed  advice and guidance to parents, schools and other agencies on sensitive and contentious cases and issues relating to special educational needs as laid down in the SEND Code of Practice 2015. 

To take the lead on and represent the Local Authority on complex cases and tribunal and mediation work, making the best use of L.A funding & resources.

To work in close partnership with health and social care colleagues to promote better partnership working.

To hold and case manage several highly complex SEND cases including those where there are safeguarding concerns or who are not accessing their education

To be the link with a range of specialist education providers and agencies

To work in close partnership with health and social care colleagues to promote better partnership working.

[bookmark: Text10]3.	Responsibility for Budgets:	
Will support and assist the Team Manager in managing SEND  budgets  ensuring effective use of resouces

[bookmark: Text11]4.	Responsibility for Physical Resources:		
Alongside the Team Manager, will ensure staff in the team have suitable  accomodation and equipment.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
[bookmark: Text12]High quality working relationships with Senior Officers, Head teachers, SEN Co-ordinators in schools and other settings, Educational Psychologists, the Early Years Team, specialist teaching staff in services such as Northcott Outreach/IPASS.

2.	With Any Other Council Areas
[bookmark: Text13]High quality working relationships with colleagues across other directorates, particularly in Social Care and locally based health service professionals.

3.     With External Bodies to the Council
[bookmark: Text14]High quality working relationships with senior colleagues in voluntary sector agencies and groups.
HM Courts and tribunal Services 
Also close liaison with other Local Authorities.




	ORGANISATION CHART: Please Provide Job Titles and Grades  


	Head Of SEND





Immediate Line Manager 
SEND Team Manager





This position 
SEND Officer






Direct Reports 
SEND Case workers and SEND Support Workers










	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day-to-day office environment).
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	The post holder will either be officer based or working in the community attending meetings in schools.

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day-to-day office environment). 
	|_|
	|_|
	|_|
	|_|
	|_|
	
|_|

	The post holder will have an office base but will spend  amounts of time meeting with parents,young people, providers, settings, schools etc.

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	The post-holder may work in high conflict/socially challenging and emotional/stressful situations, often dealing with distressed individuals and highly sensitive information.  


















	
PERSON SPECIFICATION
	Cross relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Educated to a minimum Level 4 Qualification (i.e. NVQ level 4, HNC)
	X
	
	AF/CQ

	
	Degree (level 6) qualification in a relevant field - teaching, social work, nursing, youth work, etc.
	
	X
	AF/CQ

	
	Up-to-date Child Protection Training
	X
	
	AF/CQ

	
	Evidence of continuing professional development and/or membership of a professional body
	X
	
	AF/CQ

	2. 
	Relevant Experience:

	
	Minimum of 4 years’ experience within the service area
	
	X
	

	
	Substantial experience of delivering, monitoring, and planning 
services relating to special educational needs and/or 
disabilities at an operational level 
	X
	
	AF/I

	
	Experience of successfully managing activity and performance targets 
	X
	
	AF/I

	
	Demonstrable experience of solution focused planning to resolve complex case work issues e.g., Vulnerable Placement at Risk resolution 
	
	X
	

	
	Proven experience of experience of working in a multi-agency environment and partnership working
	X
	
	AF/I

	
	Relevant experience of performance management and workflow in a busy front-line team to ensure good outcomes for families 
	X
	
	AF/I

	
	Experience of dealing with complex and difficult cases and seeking to find a resolution
	X
	
	AF/I

	
	Experience of ensuring effective use of funding, particularly the dedicated schools grant and high needs funding
	X
	
	AF/I

	
	In depth experience of SEN policy development, implementation and review and of working with key stakeholders in the SEND process.
	X
	
	AF/I

	
	Extensive experience of working with children, young people and families who present with highly complex SEN and disability, offering creative, pragmatic, and workable solutions.
	X
	
	AF/I

	
	Experience of preparing for and attending SEN and Disability Tribunals/Mediation meetings.
	
	X
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults 
	X
	
	AF/I

	
	Ability to effectively manage budgets/resources and enforce proper financial controls, showing sound business judgement
	
	X
	AF/I

	
	Ability to build and maintain effective high achieving teams and support the health, safety, and wellbeing of all staff within the team. 
	X
	
	AF/I

	
	Ability to manage and lead a team effectively in a challenging environment
	X
	
	AF/I

	
	Ability to plan ahead / organise / prioritise, implement service improvements and innovations
	X
	
	AF/I

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults 
	X
	
	AF/I

	
	Ability to plan, manage and prioritise own workloads and those of others, meeting tight deadlines and ensuring performance targets are met.
	X
	
	AF/I/

	
	Ability to analyse and interpret reports from professional staff 
	X
	
	AF/I/

	
	Able to interpret complex multi-agency assessments and facilitate good outcomes.
	X
	
	AF/I/

	
	Ability to use IT skills to support working practice
	X
	
	AF/I/

	
	Ability to manage and resolve difficult situations 
	X
	
	AF/I/

	
	The ability to use own initiative often without any close supervision.     
	X
	
	I/R

	
	To be able to communicate and engage with families and young people working in a child centred way putting the family at the centre - listening, engaging, involving, and empowering.
	X
	
	AF/I/R

	
	Excellent negotiation and mediation skills.
	X
	
	AF/I/R

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults 
	X
	
	AF/I/R

	
	In depth experience of SEN policy development, implementation and review and of working with key stakeholders in the SEND process.
	X
	
	AF/I/R

	
	Working knowledge and application of the Children and Families Act 2014, SEND Regulations 2015 and SEND Code of Practice 2014
	X
	
	AF/I

	
	Knowledge of other related legislation including:
· Legislation governing Adult Social Care, the Children’s Act 1989&2004 and safeguarding processes. 
· Education Act 1996
· School admissions code 2014 
· Equality Act 2010
· Care Act 2014
· Mental Capacity Act 2005
	X
	
	AF/I

	
	In depth experience of SEN policy development, implementation and review and of working with key stakeholders in the SEND process.
	X
	
	AF/I

	
	Knowledge and understanding of the role and remit of other professionals working with children and young people with SEND and their families.
	
	X
	AF/I

	
	Understand how government policy/legislation impacts on council strategy and services
	X
	
	AF/I/R

	
	Use knowledge of the service to be able to make
decisions on requirements of the service and it’s development
	X
	
	AF/I

	
	Understanding of planning and project management
	
	X
	AF/I

	
	Knowledge of the needs of children and young people with SEND and their families and of child development.
	X
	
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Excellent written and verbal skills and the ability to present complex information in an appropriate format to a variety of audiences.
	X
	
	AF/I

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults 
	X
	
	AF/I/R

	
	Good verbal communication skills, communicating facts, assessments, ideas and proposals to others in an effective and persuasive manner.
	X
	
	AF/I/R

	
	Good negotiation and mediation skills.
	X
	
	I/R

	
	Written Skills

	
	Must be able to write clear, concise and outcome focused EHC plans with a high level of attention to detail (NB These plans are a legal document).
	X
	
	AF/R

	
	Must be able to produce detailed working documents for the SEN and Disability Tribunal.
	X
	
	AF/I/R

	6.
	Other:

	
	Full driving licence and access to transport 
	X
	
	AF

	
	Occasional evening work.
	
	X
	I







	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	X
	N/A
	I

	
	Respect
	X
	N/A
	I

	
	Learning
	X
	N/A
	I

	
	Ambition
	X
	N/A
	I

	
	Partnership
	X
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|_|
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure & DBS children’s barred list check from Disclosure & Barring Service (if crossed as an essential requirement).
	|_|
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	[bookmark: Check3]|X|
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|_|
	N/A
	AF(after short listing)
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