
SEFTON METROPOLITAN BOROUGH COUNCIL 
JOB DESCRIPTION 

Department: SEN & Inclusion

Location: Professional Development Centre, Formby

Section: Assessment, Resource & Provision Planning

Post: SEN Casework Officer 

Grade: J (SCP 42-45)
___________________________________________________________________ 

Responsible To: Senior SEN Casework Officer
 
___________________________________________________________________
JOB PURPOSE

· To contribute to the processing of statutory assessments and the production and annual review of EHC plans for children and young people in accordance with the and the Children and Families Act 2014 and Special Educational Needs Code of Practice 2015. 
· To support the Senior SEN Casework Officer in planning, delivering and monitoring the statutory assessment processes to ensure that Sefton pupils with SEN make good progress and that available resources are used effectively and efficiently.
· To implement the changes in the identification, 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 arising from one of following sectors:
· Early years;
· The transition from primary to secondary phases;
· Provision for 16-25 year olds.
· To work as a member of a team to ensure the statutory requirements currently relating to the assessment of children with SEN are met within the current Performance indicator’s including:
· Processing of requests for Statutory Assessments;
· Preparation & circulation of letters to parents & professionals;
· Requesting & tracking provision of advice;
· Preparation of EHC plans.
· To ensure that parents & young people are fully involved in drawing up EHC plans, and in reviews and assessments.
· 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 diffused effectively.
· To work in partnership with parents & other service users to ensure that the need for mediation, tribunal and dispute resolution procedures is kept to a minimum.
· To support the Senior SEN Casework Officer 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 & transport where the outcome of statutory assessment is that the child's needs would best be met in a Sefton resourced or special school.
· To prepare the case for the SEN and inclusion panel to decide on a course of action where a child's special educational needs are too complex to be met within existing specialist provision in Sefton without additional support.
· To attend other panels, as required.
· To ensure that parents and young people are active participants in planning & reviewing the local offer.
· To ensure that annual reviews of EHC plans are completed, read and appropriate action taken.
· To review and implement processes to ensure that EHC plans of pupils at key transition points are reviewed & amended on or before 15th February each year.
· To complete reviews/reassessments for pupils with EHC plans where other significant changes in family circumstances and/or SEN occur.
· To supply data collated from individual assessments to inform the provision planning process.
· To advise and contribute to planning processes within the Assessment, Resource and Provision Planning Team.
· To support the Senior SEN Casework Officer in developing strategy, policy and provision in relation to the identification, statutory assessment and monitoring of pupils with special educational needs.
· To deputise for the Senior SEN Casework Officer 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
· A flexitime scheme is in operation. 

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

Prepared by:
Name: Sara Chattun
Designation: Interim Service Manager for SEND
Date: May 2022






















SEN AND INCLUSION SERVICE
ASSESSMENT, RESOURCE AND PROVISION PLANNING
PERSON SPECIFICATION — SEN CASEWORK OFFICER

	Personal Attributes Required
	Essential  (E)
or
Desirable (D)
	Method of Assessment 
AF - Application form, 
I – Interview, C – Certificates, T - Test 

	Qualifications & Training
	
	 

	· Education to degree level in field relevant to the post
· Evidence of further study in the fields of education or social care
· A professional qualification relevant to this post, e.g. qualified teacher status
· Evidence of continued professional development
· Accredited training in ICT
	E


D

D


E
D

	AF/I 


AF/I 

AF/I 



AF/I 
AF/I 

	Experience & Knowledge
	
	 

	· Experience of working in local government, education settings or the voluntary sector with individuals, groups and organisations.
· Able to understand and process information relating to children's special educational needs
· Administrative experience which evidences enhanced skills of collating and analysing information and report writing
· Experience of work in Special Educational Needs
· Understanding of local/national developments in SEN
· Knowledge of current legislation and guidance relating to SEN
· Experience of multi-agency working
· Experience of working with special needs pupils in an educational setting
· Experience of and commitment to applying a model of strength to issues affecting children, young people and their families
· Experience of advising and negotiating and mediation work
	E




E


E


E

E

E

D
D



E



E
	AF/I 





AF/I 


AF/I 


AF/I 


AF/I 

AF/I 

AF/I 
AF/I 




AF/I 



AF/I


	Skills and Personal Attributes
	
	 

	· Formal report writing skills
· Very good organisational skills 
· Able to prioritise tasks and work to prescribed time scales 
· A flexible approach to working within a team
· Attention to detail
· 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
· Able to understand and communicate complex information relating to children's special educational needs
· Good office ICT skills, using Word, Excel and Microsoft Outlook
· Good telephone manner
· Able to multi — task
· Able to communicate with people at a range of levels
· Able to work with minimum supervision
· 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 
· Professional integrity, open and honest & Resilient 
· Able to focus energy on what really makes a difference 
· 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
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E
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	Other
	
	 

	· Able to fulfil the travelling requirements of the post 
· Enhanced disclosure (DBS)

	E

E
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