
[bookmark: _Appendix_5]
SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION

Department: SEN & Inclusion	

Location: Magdalen House, Trinity Road, Bootle

Division: SEND	Job Evaluation Number: A3579

Section: Education Excellence	Post: SEND Casework Officer

Grade: J - SCP 36-39


Responsible To: Senior SEND Casework Officer – Grade L

Responsible For: N/A


JOB PURPOSE

· To contribute to the processing of statutory annual reviews of EHC plans for children and young people in accordance with the Children and Families Act 2014 and Special Educational Needs Code of Practice 2015. 
· [bookmark: _Hlk182403657]To support Senior Casework Officer and SEND Service Manager in planning, delivering and monitoring the statutory assessment processes to ensure that Sefton pupils with SEND make good progress and that available resources are used effectively and efficiently.
· To fulfil the requirements for the statutory assessment and monitoring of pupils with special educational needs arising from the Children and Families Act 2014 and operational delivery of statutory services within SEN and inclusion functions. 
· To ensure that SEN and inclusion services are delivered in line with the principles set out in clause 19 of the Children and Families Act 2014 with children, young people and their parents being supported to participate as fully as possible.

MAIN DUTIES

· To deliver dynamic outcomes led generic statutory assessment service to an allocation of service users.
· To act as the lead officer for casework in respect of Annual Reviews for all children and young people.
· To work as a member of a team to ensure the KPIs identified within the Sefton Improvement Plan are delivered. 
· To ensure that parents and young people are fully involved in the Annual Reviews of their EHC plans. 
· To recognise the wide range of emotions that having a child with special needs may generate and ensure that the anxieties of parents/carers and other service users are supported effectively.
· To work in partnership with parents and other service users to ensure that the need for mediation, tribunal and dispute resolution procedures is kept to a minimum.
· [bookmark: _Hlk181798402]To support the Senior Casework Officer and SEND Service Manager in preparing the papers for tribunal and formal mediation - and to deputise in the presentation of the authority's case, if required.
· To take responsibility for arranging placements, where the outcome of the review is that the child's needs would best be met in a Sefton resourced or special school.
· To attend panels, as required.
· To ensure that parents and young people are active participants in planning and reviewing the local offer.
· To supply data collated from individual assessments to inform the provision planning process.
· To deal with any requests under the Freedom of Information Act, as directed by Senior Casework Officer and SEND Service Manager To advise and contribute to planning processes within Education Excellence.
· Any other duties as may be commensurate with the grading of the post as may be required.



ORGANISATION CHART

SEND Service Manager
(Grade Hays 6, 1-7)



Senior SEN Casework Officer	Senior SEN Casework Officer		Senior SEN Casework Officer	
	(Grade L)	(Grade L)			(GradeL


 *SEND Casework Officers (19)
(Grade J

*This Post X1 available






SPECIAL CONDITIONS

The working week consists of 36 hours per week and a flexitime scheme is in operation.

Casual car user's allowance as the post you are applying for will involve some travel, mainly throughout Sefton.

The post is often customer facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e., filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

For further information, please refer to DBS filtering guidance at www.gov.uk/dbs.



GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

	Note: 	Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  



Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.


Prepared by:	

Name: Catherine Gilhooley

Designation: SEND Service Manager

Date: 13/11/2024


[bookmark: _Appendix_6]PERSON SPECIFICATION

Post:			
Department: 		Division:  	___________________________

	Personal Attributes Required

	Essential (E)
Or
Desirable (D)
	Method of Assessment


	QUALIFICATIONS/TRAINING

	Education to degree level or equivalent qualification in field relevant to the post
	E
	AF/I

	Evidence of further study in the fields of education or social care
	D
	AF/I 

	A professional qualification relevant to this post, e.g. qualified teacher status
	D
	AF/I 

	Evidence of continued professional development
	E
	AF/I 

	Accredited training in ICT
	D
	AF/I 

	EXPERIENCE

	Experience of working in local government, education settings or the voluntary sector with individuals, groups and organisations.
	E
	AF/I 


	Able to understand and process information relating to children's special educational needs
	E
	AF/I 

	Administrative experience which evidences enhanced skills of collating and analysing information and report writing
	E
	AF/I 

	Experience of work in Special Educational Needs
	E
	AF/I 

	Understanding of local and national developments in SEN
	E
	AF/I 

	Knowledge of current legislation and guidance relating to SEN, including the Children and Families Act 2014 and the Special Educational Needs Code of Practice 2015
	E
	AF/I 

	Experience of multi-agency working
	D
	AF/I 

	Experience of working with special needs pupils in an educational setting
	D
	AF/I 

	Experience of, and commitment to, applying a model of strength to issues affecting children, young people and their families
	E
	AF/I 

	Experience of advising and negotiating and mediation work
	E
	AF/I 


	SKILLS, KNOWLEDGE and APTITUDES


	Formal report writing skills	
	E
	AF/I

	Excellent organisational skills
	E
	AF/I

	Able to prioritise tasks and work to prescribed time scales
	E
	AF/I

	A flexible approach to working within a team
	E
	AF/I

	Attention to detail
	E
	AF/I

	Excellent communication skills (both oral and written) with an ability to relate well to a wide range of people including children and young people, parents, teachers, head teachers, local authority colleagues and professionals from other agencies
	E
	AF/I

	Able to understand and communicate complex information relating to children's special educational needs
	E
	AF/I

	Good office ICT skills, using Word, Excel and Microsoft Outlook
	E
	AF/I

	Good telephone manner
	E
	AF/I

	Able to multi — task
	E
	AF/I

	Able to communicate with people at a range of levels
	E
	AF/I

	Able to work with minimum supervision
	E
	AF/I

	Able to influence, motivate and organise others in the delivery of services
	E
	AF/I

	Able to remain calm and positive in emotionally charged situations
	E
	AF/I

	Conscientious, determined, highly motivated to improve outcomes for children, families and young people
	E
	AF/I

	Professional integrity, open and honest & Resilient
	E
	AF/I

	Able to focus energy on what really makes a difference 	
	E
	AF/I

	Able to work across professional groups by demonstrating a commitment to team work by collaborating with colleagues across SEN and inclusion services and the wider community in delivering outcomes for children
	E
	AF/I

	SPECIAL REQUIREMENTS


	Fluent in spoken English
	E
	AF/I

	[bookmark: _Hlk181799046]Able to fulfil the travelling requirements of the post
	E
	AF/I

	Enhanced disclosure (DBS)
	E
	AF/I


	Prepared by:	
	AF = Application Form

	Name: Catherine Gilhooley
	I = Interview

	Designation: Service Manager SEND
	T = Task

	Date: 13/11/2024
	P = Presentation
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