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JOB DESCRIPTION

	Post Title: SEN Caseworker

	Department: Children & Young People
	Post No: 

	Division/Section: Education & Inclusion
	Post Grade: Grade 10 

	Location: Borough wide 
	Post Hours: 37

	Special Conditions of Service: 
Enhanced DBS Check required

	Purpose and Objectives of Post: 
To manage a caseload of children and young people (0-25 years) who have SEND and require an EHC needs assessment or an Education, Health and Care Plan - supporting them to achieve the best possible outcomes.
To ensure that  the statutory Education, Health and Care (EHC) needs assessment of children and young people is carried out within the framework of the Children & Families Act 2014 and the SEND Code of Practice and within the prescribed timescales. 
To produce and write high quality Education, Health and Care (EHC) Plans for children and young people from 0-25, ensuring compliance with the Children and Families Act 2014, the Equality Act 2010 and the SEND Code of Practice.
To support parents, young people, EY settings, schools, colleges, social care and health colleagues to develop SMART outcomes for children and young people leading to appropriate  preparing for adulthood pathways.
To ensure that the voice of the child and young person and parent is central to the assessment, planning and review process using person centred planning and co-production practices.
Attendance at reviews where required to ensure that children and young people’s needs, outcomes and provision are clearly identified and relevant to support the child or young people to achieve the best possible outcomes. 
To ensure that EHCPs are updated following a review within the statutory timelines. 
To guiding settings and parents and young people to the right provision a SEN Support level – signposting to the Local Offer and other services which support early intervention.
To support parents and young people with good quality information on the EHCP process and sign post to others including SENDIASS/Parents forum if parents require more specific information and support.    
To provide good quality information and support to parents, young people, partners and stakeholders in relation to EHCP processes and decision making.

	Accountable to: SEN Team Manager 

	Immediately Responsible to: Senior Casework Practitioner

	Immediately Responsible for: None

	Relationships: (Internal and External)
Strategic Directors and Senior Officers, Colleagues within the Virtual School and other Departments of the Authority, Elected Members, partners and colleagues across education, health and care 
Head teachers, SENCO’s & School Governors, Early Years settings, Post 16 colleges and settings
Children, young people, parents & carers and the wider community
Other local authorities, Police, Health Authority, academic institutions, other public bodies
Private, Voluntary, Community and Faith sector and statutory organisations
Members of the General Public

	Control of Resources: 
Computer hardware & software
Office equipment including all IT and electrical equipment
Stationery

	Duties/Responsibilities: 
· To work within the relevant legislation and the Children and Families Act 2014, the Equality Act 2010 and the SEND Code of Practice.
· To maintain an up to date knowledge of any changes in legislation, regulations or the Code of Practice on SEND.
· To promote the inclusion of children and young people 0-25 years with SEND – supporting schools and settings with the graduated response and identifying SEN early. 
· To review requests for EHC assessments and assess the sufficiency of information and evidence received. 
· To write and produce high quality EHCPs using a robust evidence base from partners
· To lead person centred meetings to ensure that EHCPs are co-produced with children and young people, parents and other partners.
· To ensure that the EHC assessment process is carried out within the statutory timescales.
· To complete quality assurance of EHCPs in order to ensure that they are high quality and statutorily compliant
· To support parents and young people where a Personal Budget has been requested as part of the EHCP process.
· To support and signpost parents and young people when an EHC assessment or an EHC plan is refused.
· To ensure that the Annual Review process for each child or young person is completed within statutory timescales and EHCPs are updated accordingly. 
· To attend Annual Reviews, where required.
· To ensure that Annual Reviews are attended at transition points and that annual reviews from Year 9 onwards focus on the preparing for adulthood outcomes.
· To support schools, settings and colleges to develop high quality EHCs which accurately reflect the needs and outcomes for pupils and students. 
· Participate actively in continuing professional development, supervision and regular team meetings.
· To actively manage and prioritise own caseload and working as part of the SEN team to support the work of colleagues as directed by the Senior Practitioner and SEN Team Manager. 
· To provide statistical monitoring and data and customer feedback as required by the Senior Practitioner and SEN Manager.
· To ensure that information is updated on the data base and other recording systems contemporaneously Work within the requirements of the General Data Protection Regulations (GPDR), protecting sensitive data and only sharing with consent.
· To be the coordinator of effective communications between professionals and families when they are involved in the EHCP process.
· To be outcomes focused, ensuring that children, young people and their parent/carers views and wishes are integral to the assessment, planning and review process – co producing EHC plans using person centred planning.
· To effectively communicate with our customers and partners, showing empathy, respect and understanding whilst responding to their individual needs,
· Ensure that information is presented in a way that enables decisions to be made which  is fair, equitable and  evidence based. 
· To work with the Senior Practitioners and the SEN Manager to intervene early where complaints/disputes arise (or are likely to arise) and explore solutions and support in order to de-escalate. 
· To lead on Tribunal work where parents and young people have made an appeal to the First Tier Tribunal, using active case management to  explore alternative solutions and options, seeking legal advice and advice from other professionals where needed.
· To ensure that resources allocated to schools and settings through the EHCP process are monitored and used appropriately, showing impact towards meeting a child or young person’s expected outcomes.
· Promote positive working relationships with schools colleges and settings across 0-25 year agenda.
· To monitor the impact of allocated resources for individual pupils to ensure they that they used appropriately.
· To liaise with partners and colleagues within children’s services, other council groups, other LAs, health agencies, VCS, EY providers, Post 16 providers, Parents and young people’s groups in relation to case work and general procedural and information issues.
· To undertake such other duties and responsibilities determined by the SEN Manager/Senior Casework Practitioner that is consistent with the nature, level and grade of the post. 
· To adhere to the rules procedures and code of conduct of the council.

Transport Arrangements: The work involves the need to visit families/schools or other work sites throughout Bury on a regular and routine basis. Some out of borough travel may be required when children and young people have their education delivered outside of Bury. 

	

	General
· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
· As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service).

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR CHILDREN & YOUNG PEOPLE
SEN CASEWORKER
	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

	Educated to GCE ‘A’ level standard or equivalent or evidence of continued professional development in field relevant to the post.
	
	

	Evidence of further study in the fields of SEN, education of children and young people’s services. 
	
	

	Experience

	Significant experience of working in the field of SEN and Inclusion with children, young people and their families.
	
	

	Experience of working in a statutory SEN team. 
	
	

	Experience of managing an SEN caseload.
	
	

	Experience of facilitating person centred meetings. 
	
	

	Experience of co-production with parents and young people. 
	
	

	Experience of multiagency/partnership working.
	
	

	Experience of administrating SEN processes including EHC needs assessments and Annual Reviews. 
	
	

	Experience of using ICT programmes.
	
	

	Experience of sharing specialist knowledge with colleagues in order to support their practice.
	
	

	Experience of producing and writing EHCPs. 
	

	

	Knowledge & Understanding

	A comprehensive knowledge and understanding of the relevant legislation (Children & Families Act 2014, the Equalities Act 2010 and the SEND Code of Practice and associated regulations.)  
	
	

	A good working knowledge of the needs of children and young people with complex special educational needs and disability and those with complex health needs and the agencies involved with SEND.
	
	

	Be able to demonstrate how you are able to apply this knowledge to the statutory SEND processes and in individual casework.
	
	

	Proven IT skills including databases and Microsoft packages.
	
	

	An ability to exercise initiative within prescribed boundaries to resolve issues that do not need to be escalated to a more senior member of staff.
	
	




CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:
	ASSESSMENT
METHOD
	CRITERIA

	Interview / Assessment
	Excellent organisational skills and able to prioritise tasks and work to prescribed timescales.

	Interview / Assessment
	Able to work as part of a team and often without direct supervision.  

	Interview / Assessment
	Be able to demonstrate excellent communication skills, both orally and in writing, ensuring that you have a sensitive and empathetic approach to families, children and young people.

	Interview / Assessment
	Ability to evaluate and summarise a wide range of information 

	Interview / Assessment
	An enthusiastic and effective team member able to show resilience and tenacity when under pressure.

	Interview / Assessment
	Able to remain calm and positive when under pressure.

	Interview / Assessment
	Able to work across professionals 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 and young people.

	Interview / Assessment
	Ability to be customer focused non- judgmental at all times and ensure children and young people remain at the centre of the work.

	Interview / Assessment
	Ability to manage difficult conversations and be solution focused, even when there are opposing views

	Interview / Assessment
	Able to provide data for management reporting as requested.

	Pre Employment Check
	Satisfactory Enhanced DBS Disclosure
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