METROPOLITAN BOROUGH OF SEFTON

SEN AND INCLUSION SERVICE

ASSESSMENT, RESOURCE AND PROVISION PLANNING

Job Title			Lead SEN & inclusion strategy officer

Place of Work	 	Ainsdale Hope

Responsible to 	Team Leader: Assessment, Resource and Provision Planning 

Responsible for 	The SEN & inclusion policy & development officer 
	
Grade	K (SCP 40 – 41)


JOB PURPOSE

To provide the Service Manager and Team Leaders with the information needed to review and develop strategy, policy and provision in relation to children with additional or different needs to meet local and national initiatives (currently the development of the local offer, personal budgets and birth to 25 single education, health and care plans).

To ensure that high level needs resources and commissioned places are most efficiently matched to need, through planning, robust contractual arrangements and regular review.

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

1. To promote a positive “can do” ethos, giving regard to the well being of others and self in order to maximise the performance of self and team.

2. To provide leadership, vision and clear direction through inspiration, influence, negotiation and through management structures.

3. To lead and manage the performance of the SEN & inclusion policy officer through the setting of targets, monitoring of progress and supporting professional development.

4. To develop methods to analyse the impact of team activity and progress towards meeting agreed priority targets and objectives and to identify future needs.

5. To contribute to the planning and development of the Sefton local offer for children and young people with SEN.

6. To ensure that parents and young people are active participants in planning & reviewing the local offer.

7. To design and implement effective data management systems to inform the working of SEN & inclusion service.

8. To act as the SEN and inclusion service link with Arvato.

9. To work with partners to align FE sector funding for high needs students with early years and school aged systems to enable the delivery of a single approach to assessment and planning for young people birth to 25.

10. To support the Service Manager and Team Leaders in the development of tracking systems for reviewing the effectiveness of mainstream providers’ use of top-up funding to ensure that children and young people with the highest needs make the progress expected.

11. To work with the other SEN & inclusion teams and their partners to set up systems to ensure that the needs of children and young people who are likely to require specialist provision are identified in a timely manner.

12. To design and implement systems for tracking trends in the needs of particular groups of children with SEN to ensure that the pattern of provision available matches the current and future needs of the Sefton population.

13. To develop protocols/service level agreements with the head teachers of resourced mainstream schools to ensure that the number of places provided are matched to the predicted numbers and needs of the population.

14. To develop protocols/service level agreements with the head teachers of special schools and the principals of specialist colleges to ensure that the number of places provided are matched to the predicted numbers and needs of the population.

15. To support the Lead SEN Officer in the development of tracking systems for reviewing the effectiveness of resourced mainstream and specialist provision to ensure that children and young people with the highest needs make the progress expected. 

16. To support compliance with Section 157A of the 1996 Education Act to secure enough suitable education and training to meet the needs of 16-19 year olds as well as those aged 19-25 who are subject to a learning difficulties assessment/EHC plan. 
17. To support the review and implementation of the authority’s transport policy for children and young people with SEN.

18. To establish effective protocols with officers in neighbouring authorities to ensure that a joint approach is taken to the planning, development and commissioning of provision. 

19. To establish criteria for the use of independent and non-maintained specialist provision and develop protocols for ensuring that the places commissioned deliver the service required in line with the principles of best value.

20. To provide data for government returns, including providing the EFA with annual information with regard to planned specialist places.

21. To develop effective working relationships and liaise with colleagues in other agencies to develop coherent and co-ordinated / integrated services for children, young people and their families.

22. To establish criteria for the joint funding of specialist provision and develop protocols for ensuring that the places commissioned deliver the service required in line with the principles of best value. 

23. To identify the clerical and administrative needs of this role and to commission the support required from the service support manager in line with SEN and inclusion service policies and procedures.

24. To deputise for the Team Leader: Assessment, Resource and Provision Planning when requested.

Any other duties as may be commensurate with the grading of the post as may be required

Terms & Conditions

Working 36 hours per week.

Casual car user’s allowance.

The authority has approved a policy on equal opportunities in employment and copies are freely available to all employees.

All staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.


The post is registered as exempt from the Rehabilitation of Offenders Act 1974 in accordance with the Police Act; the successful candidate must be able to produce an up-to-date DBS certificate.

This post may require occasional evening or weekend working.

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.

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.

Prepared by:
	Name			Rachel Wild
	Designation		Service Manager for Inclusion 
	Date			June  2019
SEN AND INCLUSION SERVICE

ASSESSMENT, RESOURCE AND PROVISION PLANNING

PERSON SPECIFICATION – LEAD SEN & INCLUSION  STRATEGY OFFICER
 
	
Personal Attributes Required

	Essential (E)
or
Desirable (D)

	
QUALIFICATIONS & TRAINING
	

	1. Education to degree level or equivalent professional level, plus considerable demonstrable depth of knowledge and experience in field relevant to the post

1. [bookmark: _GoBack]Evidence of continued professional development

1. Accredited training in ICT &/or data management systems

1. Accredited training in finance, research skills &/or statistics

1. Training in leadership and management

	E



E

D 

D 

D

	
EXPERIENCE & KNOWLEDGE
	

	1. Substantial, successful experience of working in local government, schools or the voluntary sector with individuals, groups and organisations

1. Be able to understand and process information relating to children’s special educational needs

1. Administrative experience which evidences enhanced skills of collating and analysing data and report writing

1. Experience of work in Special Educational Needs

1. Able to understand local/national developments in SEN 

1. Knowledge of current legislation and guidance relating to SEN 

1. Experience of eliciting and analysing the views of service users


	E



E


E


D 

E 

E 



D


	1. Experience of database design and management

1. Successful implementation of data management systems in a related area of work

1. Experience of local authority commissioning and financial systems

1. Understanding of continuing professional development in relation to building the team’s capacity to deliver, contributing to the development in training and retention and recruitment

1. Political astuteness – understanding of underlying social, political and historical factors shaping local and national realities in relation to SEN and inclusion services

1. Understanding of the broader trends, able to identify the implications and risk of alternative actions, evidence of a futuristic perspective 

1. Experience of managing others to deliver on organisational targets

1. Understanding of models of staff development

	D

D


D


E



D



D




D

E

	
SKILLS & PERSONAL ATTRIBUTES
	

	· Able to provide leadership, vision and clear direction, within the local authority, service and with service users.

1. Able to act as a model of professional conduct and presentation, demonstrating high personal standards of expertise and commitment

1. Able to understand local authority drivers, think creatively to contribute to strategic planning and to advise on operational plans and policy to deliver positive outcomes for children and families.

1. Highly competent and committed to using appropriate ICT

	E

	1. 
	

E 



E 




E

	1. Good numeracy skills

1. Formal report writing skills

1. Very good organisational skills

1. Able to prioritise tasks and work to prescribed time scales

1. Have a flexible approach to working within a team

1. Attention to detail

1. 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.

1. Able to understand, analyse and communicate complex information relating to children’s special educational needs

1. Good telephone manner

1. Able to multi – task
	E

E

E

E

E

E

E





E



E

E


	1. Able to communicate with people at a range of levels

1. Able to work with minimum supervision

1. Able to influence, motivate and organise others in the delivery of services. 

· Able to remain calm and positive in emotionally charged situations.

· Conscientious, determined, highly motivated, to improve outcomes for children, families and young people. 

1. Professional integrity, open and honest.

1. Resilient

1. Able to focus energy on what really makes a difference.

1. 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

E

E


E



E 

E

E

E

E


	
OTHER
	

	· Able to fulfil the travelling requirements of the post

· Enhanced disclosure

	E

E




