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JOB DESCRIPTION

	Post Title:    Senior SEND Officer


	Directorate: Economy, Skills & Neighbourhoods
	Section: Education and Early Years


	Grade: 7



	Job Purpose: 
Within the context of Council policies and resources, legislative requirements and the SEND code of practice:

1. To provide support to the SEN Assessment Team Manager and SEND Service Manager in managing and developing the functions relating to the identification and assessment of children and young people with special educational needs and disabilities and the production, review and maintenance of Education, Health and Care plans.

2. To provide direct line management to the SEND Officers.
3. To manage complex cases where a child or Young People with SEND is undergoing an Education Health and Care Plan Needs Assessment or has an Education, Health and Care Plan in place. 
4. To attend mediation and Tribunal hearings as the LA representative.



	KEY TASKS

General Responsibilities

1. Support to the overall management of the SEND Service, leading and participating in cross-service terms on specific policies and projects, as required by the SEND Service Manager.
2. Develop and maintain efficient procedures and systems that will improve the effectiveness of the SEND Service.

3. Promote the responsiveness and development of the SEND Service in delivering and evaluating its key tasks.

4. Support the development and implementation of appropriate financial management systems.

5. Lead in the management, selection, induction, development and supervision of staff within the SEND Team, as appropriate.
6. Support the in the recruitment, selection, induction, development and supervision of staff within the SEND service, as appropriate.

7. Support the development, organisation and management of efficient and flexible team working, to ensure service objectives are delivered effectively.

8. Support the continuous improvement of the quality of services provided through a systematic process of development planning and performance management.

9. Contribute to the development of partnership working with all relevant agencies, particularly head teachers and senior staff in schools, other Directorate service units and external partners in Health and the voluntary sector including the development and delivery of training and support packages.

10. Provide information about the service to, and consult with, head teachers and governors and attend head teachers’ and governors’ meetings as required.

11. Collaborate with relevant colleagues in developing and delivering training, support and guidance to head teachers, governing bodies, elected member panels and relevant partner agencies and services including the voluntary sector.

12. Respond to contacts with elected members, local and regional organisations, members of the public, head teachers and governors and attend meetings as required.
13. Investigate and respond to complex complaints.
14. Represent the SEN Assessment Team Manager, as required.



	KEY TASKS

Operational Responsibilities

1. To manage, motivate, recruit and train staff of to ensure that the services delivered are of a high quality, meeting corporate standards and are delivered within the budgets and timescales defined in the SEND Code of Practice 0-25 and all relevant contracts and SLAs.
2. Support the delivery, by effective partnership working with colleagues in schools, early years settings, post-16 education institutions, health and social care, the development, implementation and evaluation of the Directorate’s policies and procedures which relate to all areas of:
· Education, Health and Care needs assessment and re-assessment

· Issuing and maintaining Education, Health and Care Plans

· Reviewing and monitoring of provision for pupils with an EHCP through the process of annual review

· Admission of pupils to special provision, including the provision of support for pupils with EHCPs in mainstream schools.

3. To have a comprehensive and detailed knowledge of the Special Educational Needs and Disability,  Code of Practice 0 – 25 years, and all associated legislation and guidance, in relation to working with and supporting children and young people with special educational needs and disabilities.
4. Represent the Local Authority at mediations and appeals to the First Tier Tribunal, SEN & Disability as required.

5. To lead in the EHC assessment process, with responsibility for preparing and presenting information about individual pupils, and participation in decision making about the provision required to meet the SEN of pupils whose needs have been assessed.

6. To be responsible for the production of high quality and person centered Education, Health and Care Plans that are produced and reviewed within statutory timescales.

7. To prepare reports, present information and recommendations at decision making panels.

8. To ensure children, young people and their parents or carers are central to the assessment process and meet with them regularly.
9. Where appropriate to lead and manage person centered meetings, ensuring that the child, young person and their parents or carers are central to the discussion.  
10. To manage the expectations of parents/ carers, children and young people, undergoing an Education, Health and Care Plan Needs Assessment, and where an EHC Plan is in place.

11. To work in partnership with schools, support staff, parents/carers and social care and gather quality information in line with need and ensure the provision and placement is able to meet need and resolve issues relating to placement and provision.

12. To monitor the progress of children and young people against the objectives of their EHC Plan. 

13. Attend annual review meetings and offer appropriate challenge regarding progress towards the   objectives of the Education, Health and Care Plan.

14. Make amendments to the Education Health and Care Plan following receipt of the Annual Review summary.

15. Support parents of children and young people with an EHCP at transition points.

16. To represent the council and be an active participant at statutory annual review meetings to ensure the EHC plan continues to be up to date and the provision continues to be appropriate. 

17. To challenge education settings where appropriate, to ensure support is being provided in line with the SEND Code of Practice. 

18. To prepare and present requests to the SEND Resource Panel for changes in provision where appropriate.

19. To prepare cases for, represent and make decisions on behalf of the council at mediations relating to, refusal to undertake an Education, Health and Care plans needs assessment , issue an Education, Health and Care Plan , Part I of the Plan or the provision named within plan.

20. To be responsible for writing reports, providing information and data and undertaking project work where required.

21. To undertake other duties as reasonably required and which correspond to the general character of the post and its level of responsibility. 




	STANDARD DUTIES

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To be familiar with customer care and health and safety polices of the Council/ Directorate.

3. To participate in self-improvement in performance through workplace development.

4. Undertake any additional duties commensurate with the grade of the post.




	Contacts:
Elected members and staff in the Commissioning Directorate and other Departments within the council.

Governors, head teachers and senior staff in schools and other educational establishments.

Pupils & students and their parents & carers.

DfE, national and regional groups.

Representatives of partner organisations including trade unions, health services, police and the voluntary sector.

Members of the public.


	Relationship to Other Posts within the Department:
Responsible to:  SEN Assessment Team Manager
Responsible for:  SEND Officers


	Special Conditions:

Enhanced DBS
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	NAME
	POST TITLE

	PREPARED


	17 January 2017
	Matthew Prenton
	SEND Manager

	REVIEWED


	13 March 2019
	Paula Green
	SEND Service Manager

	REVIEWED


	
	
	



