





JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Learning & Skills
	POSITION NO:

	SECTION: 
	Children, Young People and Family Services

	GRADE: 6

	JOB TITLE:	

	PEP Transition Worker

	DATE PREPARED: February 2022

	EVALUATION DATE:
	31st March 2022
	JE NUMBER: NC4596



	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked After Children and treating all 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.



	PURPOSE:
To ensure that all Children Looked After (CLA) have a robust Personal Education Plan (PEP) with SMART targets through attendance of PEP meetings and adding Virtual School notes to the ePEP.
To ensure the timely and smooth transition of CLA from one education phase/key stage to another by working with parents/carers, social care, designated teachers, school admissions teams and virtual school workers. 
To promote excellent educational outcomes for CLA.
To ensure CLA have appropriate educational provision in good or outstanding establishments.



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


	1.
	To promote and safeguard the welfare of children and young people in accordance with Keeping Children Safe in Education, DfE 2014 and Guidance for Safer Working Practice 2022.

	2.
	To ensure that all Children Looked After of school age have an effective and up-to-date Personal Education Plan with aspirational, robust and costed targets, clearly identified outcomes and milestones, by arranging and attending PEP meetings with the Designated Teacher and social workers.

	3.
	To ensure timely, key data is recorded on the ePEP, analysed and reported back to the Phase Leader to inform reports for multi agencies including the Virtual School SLT, governing body and the wider directorate. 

	4.
	Follow up any concerns/ recommendations following the PEP meeting with appropriate agencies/individuals including children, young people and their parents/ carers/social workers ensuring that their individual needs are met and that the focus of child development is maintained.

	5.
	To ensure that all discussions and communications are dealt with sensitively ensuring that minimal disruption to children and young people and their education. This includes in PEP meetings and, where invited to attend, LAC reviews and EHCP review. 

	6.
	Assisting the Phase Leaders and contributing to the identification of pupils who require an assessment of SEN under the 1996 Education Act by assisting the SEND team in gathering SEND information from schools. 

	7.
	To act as a challenge to services and schools with appropriate support from their line management structure to ensure that appropriate targets and actions are agreed, reviewed and actions completed.

	8.
	To be responsible for the smooth transition of CLA to their next key stage, education institution, HEI, apprenticeship or employment. Working with the Connexions team where necessary to advise CLA and carers on options available and ensure robust and clear CEIAG is accessed by each CLA.

	10.
	Support for the service
This role has a duty to comply with policies and procedures those specifically relating to safeguarding, data protection and confidentiality, health and safety and has a responsibility in reporting concerns to an appropriate person. 

	11.
	To work closely with Phase Leaders, Education Coordinators and PEP Advisory Teachers using various tools to assess and support children and young people with SEN ensuring that their specific educational needs are being met. 

	12.
	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.

	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 workplaces in the Council.



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

	1.	Responsibility for Staff: 
None

2.	Responsibility for Customers/Clients: 
Children and Young People, preschool providers, schools, post 16 providers, parents/ carers

3.	Responsibility for Budgets: 
None

4.	Responsibility for Physical Resources: 
Service equipment 



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

	1.	Within Service Area/Section:
The post holder is required to establish and maintain effective working relationships with all Service staff to ensure the efficient and effective delivery of support to children and young people who are CLA 
2.	With Any Other Council Areas: 
The post holder is required to establish and maintain effective working relationships with Educational Psychologists, Education Officers, Social Care and Designated Teachers
3.     With External Bodies to the Council: 
The post holder is required to establish and maintain effective working relationships with health professional, voluntary organisations, parents/ carers, preschool, school and post 16 establishments as necessary



	ORGANISATION CHART: 


	Head of School
I
Deputy Head
I
Phase Leader
I
PEP Transition Worker 
Specific work steams of EYfS/ Secondary/ Post 16 – dependent on service demand



	
	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).
	
	
	X
	
	
	


	The post includes regularly sitting on preschool / primary age furniture, moving resources between sites.

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


	This will involve work involving Children and Young people in various locations with the school setting. Covering age groups from preschool/ primary/ secondary and post 16 educational settings. 

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	X
	
	
	
	
	There may be rare  occasions where children/ young people/ parents/ carers are upset and exhibit anxious, distressed or aggressive behaviour.




	
PERSON SPECIFICATION
	Tick 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:

	
	NVQ level 3 or equivalent in child development related study
	X
	
	AF/CQ

	
	General level of education CSE/GCE/GCSE or equivalent including English and Maths at grade C/level 4 or above
	X
	
	AF/CQ

	
	Partners in Learning BTEC Advanced Certificate level 3 (or be willing to achieve this)
	
	X
	AF/CQ

	2. 
	Relevant Experience:

	
	Experience supporting CYP with additional special educational needs in preschool/ primary or secondary and/or post 16 educational setting, undertaking direct work. 
	X
	
	AF/I

	
	Experience supporting a Child Looked After in preschool/ primary or secondary and/or post 16 educational setting.
	
	X
	AF/I

	
	Experience and or qualifications to support Children/Young People (CYP) with SEMH, trauma and attachment needs.
	X
	
	AF/I

	
	Experience in maintaining records using ICT e.g. ePEP/safeguarding records.
	X
	
	AF

	
	Experience of working independently and managing work to timescales.
	X
	
	AF/I

	
	Experience of working closely with Social Services and other agencies.
	
	X
	AF/I

	
	Experience of collecting and inputting data accurately.
	x
	
	AF/I

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

	
	Motivation to work with vulnerable children and young people.
	X
	
	AF/I/R

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

	
	Able to work with minimal levels of supervision.
	X
	
	AF/I /R

	
	High level of drive, initiative, enthusiasm, and positive thinking
	X
	
	AF/I/R

	
	Motivation to improve outcomes for Looked After Children and to have high expectations.
	X
	
	AF/I/R

	
	Ability to establish good professional relationships and effective working relationships with a range of partners/colleagues at a variety of levels.
	X
	
	AF/I

	
	Ability to mediate and liaise sensitively between different agencies.
	X
	
	AF/I

	
	Proven successful practitioner, including effective delivery of high-quality education to vulnerable children.
	X
	
	AF/I/R

	4. 
	Knowledge:

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

	
	Knowledge and understanding of the Early Years Foundation Stage and/ or National Curriculum and/ or AQA programmes and awards and/ or KS4 curriculum and/or Post 16 courses.
	X
	
	AF/I

	
	Basic knowledge of data protection/GDPR.
	X
	
	AF/I

	
	Basic understanding of Health and Safety.
	X
	
	I

	
	Working knowledge of ICT including, Microsoft Office, Teams and email.
	X
	
	AF/I/R

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	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

	
	Ability to provide objective and accurate verbal feedback regarding pupil progress and other matters.
	X
	
	AF/I/R

	
	Able to communicate effectively with parents/ carers/CYP/other professionals.
	X
	
	AF/I/R

	
	Ability to work effectively as a team member.
	X
	
	AF/I/R

	
	Ability to contribute to meetings/ training events.
	X
	
	AF/I

	
	Speak clearly and accurately using grammatically correct spoken English.
	X
	
	I

	
	Relates well to CYP by recognising age/stage of development and individual needs.
	X
	
	I/R

	
	Written Skills

	
	Ability to provide objective and accurate written feedback/ records regarding pupil progress and other matters.
	X
	
	AF/I/R

	
	Able to maintain pupil records effectively.
	X
	
	AF/I/R

	
	Competent written skills including accurate use of spelling/ grammar.
	X
	
	AF/R

	6.
	Other:

	
	Able to move efficiently between a number of locations in any one day as necessary including working from a home environment as part of SMART working initiative.
	X
	
	AF/I

	
	Ability to present a smart, professional image in line with the dress code of the service.
	X
	
	I/R

	
	Engages in additional training / development and is proactive in identifying/ addressing own development needs.
	X
	
	AF

	

	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 ticked 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
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	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 
	[bookmark: Text1]  
	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 with DBS Children’s barred list check from the Disclosure & Barring Service (if ticked as an essential requirement). 
	X
	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.
	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.
	  
	N/A
	AF(after short listing)
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