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JOB DESCRIPTION

	Post Title: Assistant Caseworker 

	Department: Children & Young People
	Post No: 

	Division/Section: Education & Inclusion
	Post Grade: Career Grade 5-7

	Location: Borough wide.  Office based at least 3 days per week.
	Post Hours: 37

	Special Conditions of Service: 

	Purpose and Objectives of Post: 
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 support parents, young people, EY settings, schools, colleges, social care and health colleagues with communication and quality information about the process and status of their EHCP. 
To support the Lead Assistant Caseworker, SEN and Senior Caseworkers and Caseworker with distribution of letters, consultations, draft and final EHC plans. 
To support parents and young people with signposting to others including SENDIASS/Parents forum if parents require more specific information and support and the local offer.     


	Accountable to: SEN Team Manager

	Immediately Responsible to: Lead Assistant Caseworker

	Immediately Responsible for: None

	Relationships: (Internal and External)
Children, young people, parents & carers and the wider community
Head teachers, SENCO’s & School Governors, Early Years settings, Post 16 colleges and settings
Other local authorities, Social Care, Health and other LA services including Educational Psychology, Virtual School, Children with Disabilities Service, Education Welfare, Finance, School Improvement, School & College Transport;
Faith organisations and 3rd Sector/Voluntary organisations;
Strategic Directors and Senior Officers, Elected Members and MPs, government departments including the Department for Education and their representatives
Members of the General Public

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

	Duties/Responsibilities: 

	Duties to be performed at Career Grade Level 1
Supporting children, young people and families
· To be the initial contact for families when they begin the EHC process to explain how it works 
· To help families with their queries and signpost them to the correct service when appropriate 
· To update families in writing as well as verbally as instructed by an SEN caseworker, in a clear and sensitive way by being responsive and proactive.
· To ensure that colleagues in the casework team have the information about each family that they need to progress an assessment.

Partnership working. 
· To provide a consistent point of contact for partners in the EHC process, including schools, educational psychology and health, including verbal and written communication which is clear and sensitive;
· To support the SEN caseworker in managing and maintaining the relationships with a designated group of schools and their pupils/students and families, including acting as the named point of contact;
· To provide a clear explanation of the EHC process for families, education settings and other services. 

Team working
· To support the Lead Assistant Caseworker, SEN and Senior Caseworkers to ensure that the EHC assessment process is carried out within the statutory timescales through issuing relevant documents to families as instructed.
· To liaise with all advice givers to ensure statutory reports are requested and received in a timely manner to meet statutory timelines;
· To monitor the receipt of statutory Annual Reviews and liaise with SEN Caseworkers to ensure reviews are processed within reasonable timescales.
· Participate actively in continuing professional development, supervision and regular team meetings. 

Operational responsibilities
· To answer calls, check and deal with post, and liaise with the designated caseworker on actions that are required
· To ensure that all records, applications and other documents are correctly uploaded and stored on the database and relevant systems
· To be responsible for monitoring and answering the shared email inboxes
· To issue statutory documentation electronically and by post as requested by the caseworker.

Data and information
· To ensure that information is updated on the database and other recording systems contemporaneously 
· Work within the requirements of the General Data Protection Regulations (GDPR), protecting sensitive data and only sharing with consent.
· To provide relevant data as requested by senior staff, within GDPR guidelines. 
· Contribute to the preparation of monthly performance information for reports.

Legislation and best practice
· To work within the relevant legislation and the Children and Families Act 2014, the Equality Act 2010, the SEND Code of Practice and other regulations/legislation relevant to children and young people with SEND;.
· To maintain current knowledge of any changes in legislation, regulations or the Code of Practice on SEND.
· Develop local knowledge of SEN services and provision contained in the Local Offer and contribute towards its development 


Additional Duties to be performed at Career Grade Level 2
SEN Panels
· To administer all aspects of Special Educational needs Panes including:
· Agree the agenda and make arrangements for the meeting
· Prepare and distribute all necessary documentation and distribute to panel members
· Attend panel and take minutes
· Prepare and distribute minutes and recommendations

Casework
· Take responsibility for more complex areas of work as required
· Assist schools and families in the transition process, including consultation with parents / carers.
· Respond to data requests.

Other
· To deputise in the absence of the Lead Assistant Caseworker



General terms

	· 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:
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	Agreed correct by Supervisor/Manager:
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	Date:
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DEPARTMENT FOR CHILDREN & YOUNG PEOPLE
ASSISTANT CASEWORKER
PERSON SPECIFICATION
Career Grade Level 1

	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	A general knowledge of the SEN Code of Practice
	x
	

	A general understanding of Education, Health and Care Assessments and their purpose
	x
	

	Experience of the use of ICT, including inputting, maintaining and amending records
	x
	

	Experience of providing excellent customer care and communicating effectively – orally, in person, and in writing
	x
	

	Experience of prioritising competing issues and meeting deadlines
	x
	

	Experience of deliver difficult / challenging information to others
	
	x

	Willing to enhance professional knowledge through further study/qualification 
	
	x



Career Grade Level 2 – The above criteria plus

	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Achieved, or actively working towards, a relevant qualification (e.g. SEN Caseworker National Qualification)
	x
	

	Developed knowledge and understanding of SEN Code of Practice
	x
	

	Experience of administering / supporting formal panels, including taking formal minutes
	x
	

	Experience of working within a SEND Service
	x
	




CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS (Level 1 & 2)
The short-listing criteria listed plus the following:
	ASSESSMENT
METHOD
	CRITERIA

	Assessment / Interview
	Ability to prioritise workload, plan ahead and have good organisational skills.

	Assessment / Interview
	Ability to work effectively as part of a team and independently, using own initiative when required. 

	Assessment / Interview
	Understanding of Data Protection / GDPR and the importance of information security and confidentiality.

	Assessment / Interview
	Ability to convey accurate information clearly and accurately

	Assessment / Interview
	Ability to demonstrate empathy 
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