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	Job Title:

SEN Assessment and Commissioning Officer

	Service Area:

Inclusion Service

	Directorate:

Children and Young People Directorate 


	Post Number:

FROM TRENT 

30417
	Evaluation Number:

FROM HRMI SYSTEM

	Grade:
GRADE Soulbury 10 -13

	Date last updated:

Mar 2012


	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.


	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.



Overall Purpose of Job

To ensure that children, young people and families in Newham a first class service 

that fulfils their potential, and when they need additional support, provide services or

broker services that are local and easily accessible.

Support the Group Manager and Head of Service in the development delivery and 

review of high standards in education planning, performance, commissioning services 
for children, young people, their families and carers so that overall costs are reduced 
but the life chances of children and young people are maximised 
To lead and manage the efficient operation of caseloads to ensure the delivery of 
high quality, fully integrated services to children, young people and their families in 
line with the requirements of national legislation and guidance. To line manage staff as part 

of this and ensure efficiency within the service

To maintain a high level of expertise particularly in relation to narrowing the gap and 
other programmes that lead to positive  educational outcomes throughout the age 
range for children with special education needs,
To manage staff and ensure that preferred providers are commissioned taking into account educational expertise in support of the above goals.

To show commitment to working with and providing support to managers so that  the assigned budget meets group objectives,  that financial governance arrangements are followed and that programmes/projects are completed within budget 
Arrangements are to take account of delivering a high quality service in line with statutory legislation including Education Acts 1981, 1993, 1996 , 2001, the SEN Code of Practice SEN and disability Act  2001, the Disability Discrimination Act 2005, the Equalities Bill 2010, the Education (Special Educational Needs Coordinators) (Amendment) Regulations 2009, SEN (Provision of Information by LEAs) Regulations 2001 and the Education (School Information) Regulations 2002 and any subsequent SEN legislation

Job Context

1. The post holder reports to Group Manager SEN
2. The post holder has line management responsibility for up to 3 staff 

3. The post holder should show awareness of the available budget to support children with SEN, the need to work within budget constraints and value for money principles

4. The post holder may be required to work occasional evenings and weekends in order to meet service requirements
Key Tasks and Accountabilities:
Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder.  This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

To undertake all responsibilities listed below:
A. Post-specific responsibilities

1. To maintain an overview of and responsibility for identification and assessment systems for children with special educational needs 0-19 and to deliver a high quality service in relation to identification, assessment and placement of pupils with SEN in line with statutory legislation*.

2. To lead on the completion of complex SEN assessments and amendments to SEN documents (including legal documents) and ensure that these are done with statutory timeframes.

3. To interpret baseline educational performance data on pupils when writing reports and then use this to  advise teaching staff and practitioners 

4. To commission preferred providers for Newham children with SEN and ensure that that they provide high quality expertise to meet the needs of children with SEN.
5. To be responsible for matching provision to the placement of children in line with  the agreed framework
6. To act in the capacity as named officer as outlined in the SEN code of practice and to ensure positive, effective and efficient communication with schools and families of children with SEN.
7. To ensure that educational providers, including schools, deliver programmes that ensure positive progress and outcomes for children with special educational needs

8. To monitor and challenge performance of providers particularly in i) the submission of applications for and ii) the review of funding for children with complex special educational needs, keeping abreast of local intelligence and performance information.

9. To identify failing providers at the earliest possible opportunity, develop specific improvement strategies and link providers with locally based resources who can provide additional input and or expertise 
10. To explore innovative solutions to problems and resolve issues in a pro-active fashion.
11. To ensure that pupils with SEN are admitted into school and that transition arrangements are effective

12. To represent the council at the SEN and disability tribunal (legal hearings)  and/ or by work with legal representatives to ensure that the council is effectively represented
13. To ensure that all reviews are completed in accordance with statutory processes
14. To lead area meetings with providers which consider commissioning of SEN support and funding 
15. To lead on the presentation of information at SENCo and school forums regarding SEN developments

16. To review placements of pupils with SEN within the agreed framework
17. To ensure accurate data collection and returns in line with an agreed framework
18. To prevent and reduce the exclusion of children and young people with special educational needs 

19. To work closely with finance staff and managers to ensure that funding for pupils meets group objectives and that resource are used efficiently

20. To take lead responsibility in representing the SEN section in forums and workstreams and to contribute to strategic thinking and policy making
21. To take responsibility for undertaking appropriate development work as required in response to changing regimes, new government legislation and initiatives and to participate with a solution focused outlook in the implications of policy changes/decisions.

22. To line manage caseworker(s) to ensure that all work processes are effectively carried out

23. To use the principles of performance measurement and management to ensure the team objectives are met or exceeded.

24. To prioritise the work of those assigned team members so that deadlines are achieved and promised outcomes delivered in a timely fashion.

25. To cover for the Group Manager in his/ her absence
26. To keep abreast of educational developments nationally in response to changing regimes, new government legislation and initiatives and to participate in outlining the implications of policy changes/decisions.

* Relevant legislation in 2012 includes Education Acts 1981, 1993, 1996 , 2001,  the SEN Code of Practice SEN and  disability Act  2001, the Disability Discrimination Act 2005, the Equalities Bill 2010, SEN (Provision of Information by LEAs) Regulations 2001 and the Education (School Information) Regulations 2002
B. Responsibilities for all CYPS staff

1. To complete all necessary administrative procedures and maintain high standards of record keeping, ensuring that information is timely, accurate and complete and complies with statutory recording requirements.

2. To keep up to date and comply with corporate and directorate policies and procedures. 

3. To be an ambassador for Newham’s vision for children’s services and the delivery of Newham Council’s diversity and equalities strategy in all aspects of their work. 

4. To contribute to developing an organisational culture which is positive, forward looking, results orientated and continually improving, and focused on business priorities and meeting individuals’ needs.

5. To value and celebrate the diversity of the community and organisation through personal example, open commitment and clear action and promote equality of opportunity in service delivery.

6. To attend and contribute to one to one supervision and appraisal sessions with the line manager, and ensure that they are informed of any circumstances requiring management oversight including issues around safeguarding.

7. To undertake mandatory and other relevant training as required, including requirements for continued professional development.

8. To work with others across CYPS to share skills, experience and knowledge to support policy developments and improve quality standards within the service area and across professional boundaries.

9. To ensure that health and safety policies and procedures are followed at all times.

10. To carry out any other duties that is in line with the purpose and grade of the job.

C. Potential responsibilities

Customers & Partners

Responsible for:-

· Engagement with and building positive relations with children, young people and families to ensure that their requirements are at the heart of the design and delivery of services in accordance with the Council’s customer strategy.

· Building and promoting successful partnership working across all sectors and with service users to deliver more cost effective and valued services.

· Commissioning effective and efficient services through a range of direct delivery, innovative partnerships and commercial arrangements which meet the goals and objectives of Children and Young Peoples Services (CYPS).

· Ensuring that the needs of all stakeholders in Newham are met by modelling behaviour which fosters equality of opportunity in service provision and employment.

· Using internal/external relationships and other appropriate mechanisms (i.e. customer surveys) to gather feedback on the effectiveness, perceived value and fitness for purpose of services delivered.

Vision, Strategy and Performance

Responsible for:-

· Ensuring delivery of Service Plan objectives for own team’s areas of responsibility and delivering results to meet the needs of the Community/Customer through effective leadership of people.

· Developing and embedding a performance culture that delivers results through rigorous challenge, disciplined execution and continual improvement, ensuring that resources are targeted on business priorities and meeting customer needs.

· Maintaining effective systems for monitoring, reviewing and evaluating staff and own performance against the group’s objectives within the Service Plan and agreed targets, taking appropriate corrective action as necessary.

· Delivering services under the Council brand, enhancing the overall reputation of Newham Council.

· Visibly and actively supporting and promoting the corporate activities of the Council and the elected Members and the espoused values of the Council.

· Supporting the Head of Service in the preparation of proposals for the strategic direction of the Directorate which supports the councils overall future direction.

· Being fully conversant with alterations to national, regional and local influences, legislation, council procedures etc. and plan for consequent changes to services.

· Leading a process of continual improvement of Standards in schools for improved service outcomes.

· Demonstrating and supporting the vision for the service, in relation to the strategic objectives of the council.

· Providing leadership and direction to staff; setting out the group’s goals; conveying how they support the fundamental purpose of the council and energise staff towards their achievement.

· Ensuring that the Council performs its duties and functions in fulfilment of its statutory obligations.

· The managerial leadership of the group and its services and functions.

· Promoting managerial responsibility for cross-organisational group working, and across boundaries with other agencies and partners, to improve services and solve problems in a coherent and integrated manner.

· Ensuring that relevant and best professional advice, guidance and information is available in an intelligible and timely fashion to appropriate senior officers, lead member for CYPS, elected Members, regulators, other stakeholders and council officers.

· Sustaining and improving the overall reputation of the Council and acting in the best interests of Newham through effective representations locally, regionally and/or nationally.

Finance, Resources and Risk

Responsible for:-

· Contributing to the identification of current and future numbers of places  that are needed for pupils to deliver agreed services, and support the group manager in the recruitment and deployment of staff in accordance with the council’s relevant procedures.

· Applying professional expertise to the Council’s decision making, using professional judgement when required.

· Have shared responsibility for the assigned budget to support group objectives, ensuring that financial governance arrangements are followed and that programmes/projects are completed within budget and taking appropriate action where income or expenditure is not in line with the approved budget.

· Ensuring value for money across the service.

· Managing the efficient use of resources, including plant/equipment/machinery, allocated to the team for the delivery of services.

· Ensuring that effective risk management arrangements are in place to minimise the Council’s exposure to risk and uncertainty in full compliance with the council’s Emergency and Business Continuity Planning policies.

· Ensuring liaison with finance staff regarding commissions and changes to commissions

Effective Processes

Responsible for: -

· Supporting the development of the Council’s policies, processes, practices and systems in respect of special educational needs providers are current, of a high standard, conform to best practice, comply with legislation and/or meet the needs of the Council.

· Ensuring, within own group, that all Council policies, processes, practices and systems, including those covering service delivery, resource and relationship management, are operated/implemented in accordance with Council requirements.

· Reviewing, evaluating and recommending the necessary action to amend service processes, practices and systems that lead to improved service delivery.

· Reviewing the effectiveness of other Council policies that impact on the delivery of services by the group and working with the corporate organisation for the overall improvement of services to the community.

· Establishing mechanisms for the collection of a range of information and/or data on the group and its performance, including its analysis, interpretation, processing and presentation.

· Writing reports, and making presentations for a wide audience, such as Council Members, Project Boards, Cabinet and Council Committees, Management Board, Community Groups, etc.

· Ensuring that effective arrangements are in place to secure the well-being and the health & safety of all employees and people delivering services for the Council.

Organisation Learning, Growth and Sustainability

Responsible for:-

· Ensuring that all group members keep abreast of the Council’s changing legal obligations and mandates.

· Using internal/external relationships to get feedback on effectiveness of services delivered, continuously re-evaluate these services and make recommendations for, or take action to, make appropriate changes.

· Continuously reviewing and supporting the development of the strategies, policies, procedures and processes relating to own professional area and group remit, taking into account the views of all stakeholders both internally and externally.

· Provide positive leadership, acting with openness, honesty and integrity, and instilling a clear sense of direction, priority and pace.

· Leading people in an inclusive way to deliver strategic and operational objectives.

· Ensuring workforce capacity and capability and for development activities to maintain the professionally safe delivery and viability of services.

The post holder may be required to work evenings, weekends and occasional public holidays, in order to meet the needs of all service users and stakeholders.

To carry out any other duties which are commensurate with this post as may be required
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	Job Title:

SEN Assessment and Commissioning Officer 

	Service Area:

Inclusion Service

	Directorate:

Children and Young People Directorate 


	Post Number:

FROM TRENT
	Evaluation Number:

FROM HRMI SYSTEM

	Grade:

GRADE Soulbury 10 -13

	Date last updated:

Mar 2012


	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.




	KNOWLEDGE:

· Advanced knowledge of all legislation referred to in the SEN Code of Practice for 0-25 years
· Understanding of funding systems for early years, schools and colleges

· A clear understanding and awareness of the government agendas as applied to children and young people’s services and the ability to translate them into service requirements.

· A good understanding of the relevant legal, political, operational, commercial and social community aspects of a similar complex environment.


	Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview


	QUALIFICATIONS:
· Advanced or additional qualification in Special Educational Needs: desirable
· Evidence of continuous professional development.


	Application Form/Documentation 
Application Form/Documentation/Interview

	EXPERIENCE:

· Experience within schools working with children with Special Educational Needs
· Experience of working within an LA EHC planning and placement team.

· Experience of directing non teaching staff who work with children with special educational needs
· Experience of providing high quality services to children and young people.
· Practical evidence of developing and maintaining good working relationships with a wide range of customers/stakeholders.

· Experience of planning, commissioning and performance frameworks in a multi-disciplinary and partnership environment.

· Experience of having worked successfully within a politically led environment.

· Evidence of successful integrated working across whole organisation perspective.

· Demonstrable commitment to diversity issues in both service provision and employment practices and evidenced achievement of positive outcomes.


	Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form
Application Form/Interview

Application Form/Interview



	SKILLS AND ABILITIES:

· Ability to work in, develop and sustain partnerships across teams
· Ability to influence practice in schools.

· Ability to be an effective advocate for and representative of the Council.

· Ability to think strategically and plan operations.

· Time management process management skills.

· Managerial skills, including risk assessment.

· Good written skills.
· Good oral communication skills
	Application Form/Interview

Interview
Interview

Interview
Application Form/Interview
Application Form/Interview
Application Form/Interview


	PERSONAL STYLE AND BEHAVIOUR:
· Demonstrates commitment to the public service and its partnership arrangements.

· Demonstrates resilience and sensitivity.
	Interview

Interview




	OTHER SPECIAL REQUIREMENTS:

This post is subject to an enhanced DBS check.

This post is exempt from The Rehabilitation of Offenders Act (1974).


	Satisfactory clearance at conditional offer stage
Application Form
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