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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE: SEND Casework Officer

	POST NUMBER:  

	REPORTS TO: SEND Casework Manager 
	

	DEPARTMENT: Integrated SEND Service (0-25)
	GRADE: 10

	JE REF:
	0021
	PANEL DATE:
	28/04/2022

	1.
	MAIN PURPOSE OF JOB 

Working closely with children and young people, parents/carers and partners to ensure the right statutory provision is available at the right time for children and young people with Special Educational Needs and Disabilities.

Collaborating on the assessment and review of Education Health and Care (EHC) plans and other aspects of special educational needs of individual pupils in accordance with the statutory framework.

Managing a caseload related to a defined group of children and young people 0-14 or 14-25.


	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i
	To support the Head of Integrated SEND and SEND Casework Manager in delivering a high quality service to all educational providers within the city.

	
	ii
	To work under the direction of the SEND Casework Manager in continuing to develop, monitor and review policy and practice to meet national, regional and local requirements.

	
	iii
	To ensure that co-production drives the development of services.

	
	iv
	To work in partnership with other agencies to promote joint working to facilitate improved educational outcomes for children and young people with SEND.

	
	v
	Daily contact with parents, carers, and schools to discuss cases, some of which may be difficult conversations to have.

	
	vi
	Collaborate with the EHC Plan Writer on casework issues involving written and oral communication with parents and a range of professionals, including school staff, Educational Psychologists, Medical Officers, Social Workers and Local Authority (LA) Officers.

	
	vii
	Ensure that all staff who may be involved in a particular case are kept informed of any developments so that appropriate liaison/joint action may occur.

	
	viii
	To work under the supervision of the SEND Casework Manager for compliance with statutory deadlines for a smooth transfer of pupils with EHC Plans from early years to primary school, primary to secondary school and those transferring to post-16 educational provision.

	
	ix
	Attending and chairing multi-agency meetings and presenting cases to panel.

	
	x
	Liaise with other authorities on a range of issues including placement of Children Looked After, children and young people moving in or out of the city with EHC Plans. To log and respond to queries for placement in mainstream and special schools from other authorities.

	
	xi
	To develop person centred packages for children and young people who are unable to access mainstream education.

	
	xii
	Act as first point of contact for a wide range of written and oral queries from internal and external customers in relation to all SEND matters.

	
	xiii
	Produce reports on that data from your caseload to update the SEND Casework Manager and the Head of Service.

	
	xiv
	To be committed to own continuing professional development and keep up to date with national, regional and local issues that affect the education of pupils with low incidence needs.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number of staff reporting to jobholder and  nature of supervision 

eg full line management responsibility or day to day supervision of work 

Direct: 0                              Indirect: 0


	4.
	CREATIVITY & INNOVATION

The post holder will work directly with children and young people, families, schools and education settings in all aspects relating to the implementation of the SEND legislation. They will ensure the EHC Plan Pathway works effectively to enable coordinated assessment of children and young people’s needs.
The post holder will be required to work with a range of professionals, including health professionals, social workers and school leaders to negotiate difficult placement and provision decisions. To succeed in this work the post holder must be able to identify and implement creative and innovative resolutions which take account of education providers’ needs whilst ensuring that the needs of individual learners are met.
The post holder will be part of the decision making process that assesses, reviews and ceases EHC Plans.

The post holder must be able to interpret complex multi-agency assessments and develop evidence based support packages for individual learners.
The post holder must be able to influence how schools/settings adapt and structure their learning environments to support groups of children with a wide range of special educational needs.
The post holder must work to minimise the need for parents to seek remedy through mediation and the SEND tribunal arrangements. This will require a high level of negotiation skills and an ability to identify innovative solutions sometimes in the face of significant challenge.
The post holder must be able to interpret complex multi-agency assessments, develop evidence based support packages for individual learners.


	5.
	CONTACTS & RELATIONSHIPS

The post holder reports to the SEND Casework Manager.
Internal

The post holder will have extensive contact with CYC colleagues, negotiating and influencing others in complex situations where, for example, agencies are struggling to meet the needs of young people or where families are in conflict with the LA offer for their child. Post holder will negotiate and liaise with Head teachers, SENCos, teachers and school governors, colleagues from post maintained education and early years settings. This includes formal and informal meetings and discussions, attending case conferences, being involved in problem solving and conflict resolution. Contact is both direct (face to face) and remote (phone, e-mail, written).
Part of decision making processes linked to the management of EHC Plans. The outcomes of these contacts and negotiations will have significant implications for the individuals involved and for the reputation of the LA. The implications of decisions can involve significant financial and legal risks to the local authority.
Other contacts with the post holder will include involvement in training for SENCos, presenting papers, providing high quality detailed information, analysing evidence from a range of agencies and being able to synthesise it into coherent and persuasive reports.
The post holder must be able to analyse situations and determine how to influence others to gain the best outcomes for children and young people, within finite LA budgets. These contacts will have significant impact on maintaining young people within local services and in managing financial pressures.

These contacts will inform strategic and operational development, influencing sensitive case work and informing strategic development.
External

Will meet regularly with managers of different agencies, professional caseworkers, such as Educational Psychologists, Specialist Teaching team, therapists, social workers and voluntary sector organisations. The post holder will chair multi-agency meetings to resolve conflict and progress complex cases. They will represent SEN on strategic and operational groups, at appeals and tribunals.

Will meet regularly with parents to communicate LA decisions about SEN provision and will negotiate on behalf of the LA where there are disputes or disagreements. These negotiations are critical in bringing resolution and avoiding the need for parents to go to mediation and tribunal. Will also meet with parent/carers to listen and respond to parent issues, ensuring families are engaged in co-production and developing the SEND services.

Relationships and contacts, both internal and external, can be complex

and difficult because there are legal responsibilities to be met and

resources are often stretched. 

	
	The post holder has to deal with barriers to understanding, communication difficulties and, occasionally, with

people in distress or who are angry.



	 6.


	DECISIONS – discretion & consequences

Discretion
The post holder will have a key role in the decision making processes for the allocation of resources to support children and young people with SEND.

The post holder will:
· Work under the line management of the SEND Casework Manager to ensure effective service delivery is achieved and that agreed performance targets are met.

· Manage a significant caseload with competing demands.

· Chair multi agency meetings and participate in decision making processes about provision for children and young people with EHC Plans. 

· Support critical decisions on allocation of resources for families and education providers.
· Exercise significant discretion in determining how best to negotiate and communicate complex and, at times, contentious decisions to parents and other professionals.
· Take initiative in complex situations that demand sensitive handling of difficult decisions. 

· Chair child/young person and family centred meetings, where families are supported to take an active role in planning services for their child.

· Inform decisions about policy and practice which affect the work of the team and handle any changes with tact, diplomacy and discretion.

· Consult and communicate with all staff within the team in all matters which affect their work.

· Ensure effective service delivery is achieved by collaborating successfully with the EHC Plan Writer.
· Manage budgets for the service in consultation with line manager.
Consequences

The post holder directly supports large numbers of disabled children and young people and their families and the decisions made impact on deadlines and CYC targets and budgets. Poor decisions will impact on service delivery, financial management and relationships with a wide range of agencies.
Work with complex and sensitive cases could lead to adverse publicity, to a disagreement with schools and other services and sometimes to a statutory SEN Disability tribunal appeal or a complaint to the

Ombudsman being lodged due to maladministration.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value




Normal office equipment.


	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

There is a large caseload and numerous competing deadlines, some with routine demands relating to statutory assessment, panel decisions etc. Other demands can be unpredictable requiring urgent attention, such as phone calls, emergency review meetings, preparation of evidence for mediations, tribunals and case conferences. These require an ability to prioritise, manage frequent interruptions and respond to urgent issues.
Physical demands

Work requiring normal physical effort.
Working conditions

Home working and office environment. Meetings may be held in venues across the city.
Work context

Although the work can be very satisfying, there are occasions where disappointed clients/interested parties can display angry, abusive or aggressive behaviour. This may be aimed at the post holder – perceived as the representative of CYC.


	9.


	QUALIFICATIONS, KNOWLEDGE & SKILLS 

Education, training & qualifications:

It would be advantageous to be a qualified SENCO and teacher. The post holder must have secure knowledge and expertise concerning legislation and statutory guidance relating to SEND, and developments related to the Children and Families’ Bill.

The post holder should be educated to degree level in a relevant social care, educational or similar discipline and must maintain an advanced level of expertise with regard to the legislation and statutory guidance relating to SEN, disability equality and related matters. He/she must be able to apply this knowledge and expertise to undertake complex tasks relating to SEN and disability discrimination.

They will be required to develop knowledge through formal external courses and through on-the-job learning.  They must have skills to chair a committee, present papers and argue in support of recommendations made.  They must be able to write policy papers and letters imparting decisions, convincingly and accurately.  They must be numerate and be able to specify and interrogate database systems, judge value for money and report accordingly.

The post holder’s level of expertise is subject to external scrutiny and challenge by the SEN & Disability Tribunal with consequent effects upon the reputation of the Council and they must be prepared to justify and be able to evidence decisions made as and when required.

The post holder must have highly developed communication and negotiating skills and have the ability to exercise diplomacy, sensitivity and tact.  They must be able to re-prioritise workloads regularly and have a high standard of organisational skills.

Skills

The post holder should be able to demonstrate

· ability to work with families and to support them in planning services for their children, communicating effectively and engaging families in co-production of services. 

· high level of communication skill and the ability to effectively influence others at all levels and across partner agencies, in the LA, health and voluntary sector.

· ability to work effectively with families in dispute with the Local Authority, including those going to tribunal; negotiating, supporting and coordinating bespoke and creative packages of support to regain their confidence in the provision for their child and the role of the LA leading this.
· excellent communication skills, including the ability to write clear reports for and present to a wide range of audiences 

· be able to represent the council at meetings and events with sound presentation skills

· be capable to working under their own initiative, although with regular supervision.
· financial management skills, with a clear understanding of budget control 

· ability to make effective decisions re resources and support for children and young people
· be able to assimilate information (including numerical data) quickly, extract the relevant points and structure the information logically

· skills to chair meetings, present papers and negotiate with other agencies to find the best outcomes with efficient use of resources

· the ability to remain calm in stressful situations and reduce tensions in situations where families are in disagreement with the LA

· the ability to develop and communicate strategic vision for services to children and their families.

· ability to respond to situations flexibly, responding to family needs, and pressure from other agencies
· ability to make effective decisions re resources and support for children and young people
Knowledge and Understanding 

They must have a sound understanding of:

· the York Local Offer  for children with SEN and disabled children and children with SEN in statutory and voluntary settings

· the legislative framework and guidance in relation to services for disabled children and children with SEN

· SEND reforms and developments relating to the Children and Families Act
· the needs of families with disabled children and children with SEN

· the knowledge and skills required by partner agencies working with disabled children and young people

· the interface between different sectors working with disabled children, young people and adults

Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C1 - Effective operational proficiency or advanced - Can express him/herself fluently and spontaneously, almost effortlessly. Only a conceptually difficult subject can hinder a natural, smooth flow of language.
This post requires the post holder to undertake an enhanced – child and adult workforce (with child barred list check) criminal record check via the Disclosure and Barring Service.


	10
	Position of Job in Organisation Structure

Job Reports to:

Manager of SEN team 
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This job:

SEN Designated Officer
Other jobs at this level:

N/A

Jobs reporting up to this one:

Nil
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