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Job Outline


	Post No. :
	8217
As per Vision HR system if existing post

	Post Title:
	SEN Officer

	Directorate:
	Children’s Services

	Division:
	Special Needs

	Section:
	Special Educational Needs

	Reports To:
	Senior SEN Officer

	Location:
	1 Bickerstaffe Square, Blackpool FY1 3AH

	DBS Status:
	 Enhanced Child Workforce

	Grade:
	Soulbury EIP 7-10 OR 11 OR 12 OR 13 OR 14 OR 15 (last 3 points are SPA extensions)


	Role Purpose

	To assist the Service Manager for SEND in managing the process for statutory assessment, reviewing Education Health Care plans including maintaining, amending and ceasing plans for pupils with special educational needs.  The age range of children / young people covered by the role will span from 0-25 according to the SEND Code of Practice. 


	Main Duties and Responsibilities

	To ensure that advice for statutory assessment of CYP with SEND, is sought in accordance with statutory regulations and timescales.
To manage and process, under the direction of the responsible Senior SEN Officer, statutory casework in accordance with the SEN Code of Practice including identifying those requiring need assessments, co-ordinating assessments, writing EHC plans and arranging appropriate provision to meet children’s needs
Be a main point of contact for an allocated caseload of schools and young people. Following the outcome of statutory assessment, where an EHC plan is agreed, co-produce and write an Education Health Care plan drawing together all multi agency advice to reflect the needs of the young person and necessary provision to meet their special educational needs within a setting. 
To represent the Authority at annual review as appropriate, and manage the arrangements for young people in phase transfer stages within statutory timescales.
To successfully manage the transition of students with SEND, into and between educational settings, including applying for adequate funding and legally consulting with settings in order for statutory timescales to be met. 
Monitor the progress of children and young people with EHC plans including amending EHC plans in the light of Annual Reviews with an oversight of resourcing to pupils with special educational needs, keeping within financial constraints.

Attending Annual Reviews as appropriate. Supporting and coordinating Transfer reviews 

Work in partnership with parents/carers and other agencies to meet the needs of children and young people with SEN 

Promote the successful inclusion of children and young people with SEND

Contribute to the development of policy, procedures and provision for children with SEND

 Participate in the Local Authority’s systems for monitoring and quality assurance for children and young people with SEND

 Maintain an up to date knowledge relating to SEND casework, including changes to national legislation and departmental policies 

Maintain and update on a regular basis, the information held on the SEN service files and databases and to retrieve data and produce management information reports as required.
To undertake individual casework including meetings with parents, schools, social care and multi-agency case conferences, moderation as required.

Continue Blackpool Council’s child and family centred approach; supporting young people, parents/carers and continuing the Council’s low rate of mediation and tribunals. 
To oversee the preparation of papers required in response to medication and or tribunal requests. 

To contribute to the preparation of statistical information to identify patterns and trends in order to plan future provision, and in response to surveys from other agencies as agreed.

To maintain close links with Head teachers, governors and schools, and to provide advice and support to facilitate compliance with statutory regulations.

To represent the SEND department at regular liaison meetings held within the Council to foster partnership with schools and other agencies.

Produce data as required to ensure that targets in relation to statutory time scales, other statutory targets finances, out of borough and other placements are kept.

Contribute to the management of the SEN Caseworkers. 
To co-ordinate and present assessment information to the Panels, which meet to consider requests for statutory assessment, from schools and parents and oversee the administrative procedures required by the Panel.

To contribute to other panels as necessary including funding allocation and transport assistance.

Work closely within immediate and wider SEND teams to continue a coordinated approach for statutory assessment and maintenance and review of EHC plans.  


	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	A levels or equivalent
Degree or equivalent

Management qualifications

Teaching or social work qualifications
	D
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	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	Knowledge

· Knowledge of the implications of a wide range of special educational needs and disabilities for children and young people.
· Knowledge and experience of the SEND Code of Practice and relevant Legislation, including identification and assessments and provision A high level of understanding of SEND processes and case management, to ensure that the timelines set out in the Code of practice are adhered to at all times.
· Understanding of how funding to schools operates and a knowledge of SEN provision in schools
· Knowledge of multi-agency working.

Skills
· Diplomacy
· The ability to work effectively under pressure and to communicate effectively in writing and orally
· Ability to work as part of a team
· Ability to work on your own initiative and managing a personal caseload; prioritising tasks and a flexible approach.
· Being able to produce reports and other written work at a fast pace, whilst remaining accurate and synthesising information from a wide variety of sources.

· Ability to work with others where there may be disagreement to come to a common understanding.

· Ability to use appropriate IT equipment and facilities (e.g. Word / Excel / Other databases) to produce reports and information.

· Ability to know where children and young people should be at in terms of different development stages.

Experience

· Experience of working with children and young people, schools, education providers, parents and Multi agency working. 
· Significant experience in either teaching or social work.

· Experience and regular use of a range of Microsoft applications 
· Experience in writing EHC plans or contributing to EHC plan process
· Working in partnership with parents and carers to develop strategies to support children and young people.

· Leading on strategic initiatives in relation to SEN and Disability.
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	Vision and Values

	Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved

· We are committed to being fair to people and treat everybody we meet with dignity and respect

· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need

· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer

· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude


	Equal Opportunities: 

We do our utmost to ensure that there is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


