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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 


	SEND Support Officer

	Directorate:  
	People 
	Division/Section: 


	Children & Young People

	Grade:  


	3
	JE Reference:
	9803


	Job Purpose



	To support the Senior SEND Officer in the processes relating to Children or Young People with SEND where they are undergoing an Education Health and Care Plan Needs Assessment, have an Education, Health and Care Plan or Statement of Special Educational Needs in place, or where they are referred to the SEND Team.


	Key Tasks



	General Responsibilities

1. Support in the development and maintenance efficient procedures and systems that will improve the effectiveness of the SEND service.

2. Support efficient and flexible team working, to ensure service objectives are delivered effectively.

3. Support the continuous improvement of the quality of the SEND service. 

4. Contribute to the development of partnership working with all relevant agencies, particularly head teachers and senior staff in schools, other Directorate service units and external partners in Health and the voluntary sector including the development and delivery of training and support packages.

5. Provide information about the service to, parents, carers, head teachers and all stakeholders.

6. Respond to contacts with elected members, local and regional organisations, members of the public, head teachers and governors and attend meetings as required.

Operational Responsibilities

1. To be the front line of communication between the SEND Service, parents/carers, all educational establishments and supporting services on day to day issues the assessment and ongoing review of Children or Young People with SEND.

2. In order to support the work of the Senior SEND Officer and SEND Officers with managing their caseload of Children or Young People with SEND where they are undergoing an Education Health and Care Plan Needs Assessment, have an Education, Health and Care Plan or Statement of Special Educational Needs in place, or where they are referred to the SEND Team.

3. To provide administrative support across the SEND Service.

4. Liaise with officers in other LAs and proprietors and head teachers of independent schools in relation to individual Oldham pupils with Education Health and Care plans or statements of special educational needs (SEN) who are placed in extra district provision, and extra district pupils with statements of special educational needs requesting places in Oldham schools.

5. To provide appropriate details and documentation to all education establishments, within and outside of the borough, in order to consult with them regarding the availability of place

6. To support the SEND Officer and Senior SEND Officer in the process relating to appeals to the First Tier Tribunals, the preparation of case documentation and return of responses.

7.  To provide administrative support relating to the process of mediation and disagreement resolution, in line with the SEND Code of Practice 2015.

8. Assist with the recoupment of, and payment for, the cost of cross border educational provision for pupils with statements of special educational needs.

9. Record and communicate decisions made by the Special Educational Needs & Disability panel.

10. Support partnership working with officers in the Finance section to ensure that funding decisions are actioned as adjustments to schools budgets.

11. Collaborate with officers in Inclusion and Finance and staff in education provision to ensure that annual budget allocations are based on accurate information.

12. Provide reports, data and analysis to the SEND Manager as requested, including statistical returns to the Department of Education




	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, finance, ICT, safeguarding and health & safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.




	Contacts:

Elected members and staff within the council.

Governors, head teachers and senior staff in schools and other educational establishments.

Pupils & students and their parents & carers.

DfE, national and regional groups.

Representatives of partner organisations including trade unions, health services, police and the voluntary sector.

Members of the public.




	Relationship To Other Posts In The Department:



	Responsible to:  

	Senior SEND Officer

	Responsible for:
	None


	Special Conditions:

DBS Enhanced



	Values and Behaviours:



	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves.

	We have five Behaviours which outline the priority areas of focus for staff at all levels:
· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 
More information about our Corporate Plan and our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.
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PERSON SPECIFICATION

Job Title:  SEND Support Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Sufficient literacy and numeracy skills to undertake the duties of the post


	
	Certificate

	Experience


	Substantial experience of working in an office environment

Experience of working within a Children’s Service, or similar.

Experience of working in partnership with parents and young people. 

Experience of working in partnership with Early Years providers, schools, college and associated services and agencies.

Experience of using computer packages for word processing, spreadsheets, databases and researching information.


	
	Application form and interview

	Skills & Abilities


	Developed written & oral communication skills and the ability to negotiate with people at a variety of levels.

Able to use initiative to respond to unexpected problems using recognised procedures & policies as a guide.

Able to complete tasks to potentially conflicting deadlines, re-prioritising own work as appropriate.

Able to work effectively as an individual and as a member of a team.


	
	Application Form and interview

	Knowledge


	Working Knowledge of Word and Excel Software packages

Knowledge of guidance, policy & procedure in relation to statutory assessment and the review and maintenance of EHC Plans and Statements of SEN.
	Knowledge of the legislation and associated regulation in relation to SEND.


	Application Form and Interview

	Work Circumstances


	Some unsocial hours will be required
	Current car driving licence
	


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test
NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.
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