BRIGHTON & HOVE CITY COUNCIL           JIN 1448
JOB DESCRIPTION 
	Job Title:

	SEN Casework Officer

	Reports to:

	Assessment Manager

	Department:
	Families, Children & Learning

	Section:

	SEN Team


Purpose of the Job

SEN Casework Officers manage a caseload of children and young people aged 0 to 25 with special educational needs (SEN). The role involves the process of coordinating the assessment for, writing and reviewing Education and Health Care (EHC) plans as set out in the Children and Families Act 2014 and the SEND Code of Practice 2014. 

SEN Casework Officers hold primary responsibility for a caseload relating to either children aged 0 to 13 or young people aged 14 to 25 and within a defined group of schools or geographical area. 

Principal Accountabilities

1. To undertake the casework necessary for the placement of pupils with special educational needs in appropriate schools, colleges and other placements following a EHC needs assessment or annual review.

2. To take responsibility for:

· Co-producing EHC plans with parents/young people and other professionals ensuring that the desired outcomes are reflected using person centred approaches

· Drafting proposed Education, Health and Care plans which reflect the LA’s formal view of a child’s learning difficulties, current level of functioning, and specifying the educational, health and care provision necessary to meet those needs, and the resources required to do so
· Amending Education, Health and Care plans following annual and other reviews
· Providing advice and guidance for children/young people and their families on options available for current and future educational placements

· Consultation and negotiations with providers on securing an appropriate placement and ensure value for money.
· Managing a caseload of children/young people who hold an EHC Plan and ensure their needs are appropriately met.
3. To meet deadlines as set out in the SEND Code of Practice on the identification and assessment of special educational needs and target deadlines set by the Head of SEN Statutory Services.
4. To represent the Local Authority and chair meetings, including statutory meetings with parents, annual review meetings and consultation panels, and to take notes and ensure effective follow up, as appropriate.
5. To be responsible for the maintenance of the pupil database, in particular for prompt updating of data and for the preparation of required management information.

6. To liaise with managers on the referral of individual cases to the SEN panel, joint planning panels and other panels as appropriate, and to participate in these panels as required.

7. To continually develop and maintain effective, positive relationships with headteachers, SENCOs, parents and other professionals in order to ensure that the needs of children with special educational needs are met.

8. To provide information to decision making panels for the allocation of resources for interventions and specialist equipment identified in Education, Health and Care plans, entailing:

a. Researching the available range of options to meet need, and identifying the most cost effective solution to meet need

b. Review usage and broker reallocation where possible

c. Enshrine entitlement within the legal framework of an EHC plan.
9. To work as a member of a team to develop, implement and maintain effective   systems, practices and projects, to support the team’s role in determining appropriate provision for young people

10. To undertake such other duties appropriate to the grade and character of the work as may reasonably be required.

General Accountabilities
11. To co-operate in the implementation of the council Health and Safety policy. 
12. To embrace and implement the council’s policy of inclusion and other policies related to equal opportunities.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	SEN Casework Officer

	Reports to:

	Assessment Manager

	Department:
	Families, Children & Learning

	Section:

	SEN Team


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Either a degree or qualification in a relevant discipline or equivalent relevant experience
· A sound knowledge of current educational issues and the impact on pupils with SEND 
· A sound knowledge of the principles of customer care and value for money 

· A comprehensive knowledge of SEND Code of Practice (2015) and an understanding of implications of the recent SEND Reforms. 


	Experience
	· Experience of working with or understanding the needs of children 
· Experience of working within a legal framework and proven ability to comply with statutory processes
· Experience of working with multiple relationships where agendas differ

· Experience of working on your own initiative and with minimal supervision

· Experience of collating information and report writing



	Skills and Abilities
	· Excellent customer care skills

· Highly developed negotiation skills and evidence of the ability to work in partnership with a wide range of people including parents/carers, children, teachers, headteachers, and other professionals 

· Highly developed organisational and administrative skills
· High level literacy skills and the ability to present information clearly and concisely both orally and in writing including report format
· Accurate IT skills and experience of database input and data retrieval. Ability to use IT resources to work efficiently in a paperless environment.
· The ability to analyse and interpret detailed information of a complex and sometimes technical nature
· The ability to confidently chair complex multi-agency meetings where agendas and expectations differ
· The ability to work effectively as part of a team and within agreed systems

· The ability to prioritise a varied and demanding workload and work under pressure and to statutory deadlines
· The ability to handle sensitive issues and maintain confidentiality
· The willingness to be flexible and the ability to cope with change.


	Health and Safety
	· Commitment to acquiring awareness and knowledge of Health and Safety policy and practice as it applies in their area of work

· Ability to co-operate and adhere to Health and Safety Policy, practices and instructions



	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and inclusion, and to be able to carry out duties in accordance with the Council’s Equalities and other Policies



	Other Requirements
	· Ability to be mobile around the city, and beyond as required



SEN Casework Officer

