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	Post title

	SENDIASS Officer

	Job Evaluation

	N12262

	Grade

	Grade 10

	Service

	Children & Young Peoples Services

	Service area

	Early Help Inclusion & Vulnerable Children, One Point & Think Family Service, VCS Alliance and SENDIASS

	Reporting to

	The postholder will be accountable to the SENDIASS Coordinator.  The post holder will liaise at arm’s length with colleagues throughout Children & Young People’s Service, SEND & Inclusion teams, and Health, as well as the SEND Tribunal Service, IASS organisations both regionally and nationally. The service is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

	Location

	Your normal place of work will be at an approved team location, but you may be required to work at any Council workplace within County Durham

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure

	Flexitime

	This post is eligible for flexitime

	Politically restricted

	This post is designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



Description of role
To contribute to the development and delivery of the Special Educational Needs & Disability Information Advice and Support Service (SENDIASS), to provide high quality, accurate and impartial information, advice and support to the parents and carers of children and young people with SEND and young people (16-25) in relation to education, health, and social care, in accordance with the requirements of the Children and Families Act 2014 and as outlined in the 2015 Code of Practice. 

This includes communicating complex legislative information, advice and support to parents, carers, and young people (16-25) to empower them to make informed decisions and resolve disagreements around education, health, and social care.

The post holder must be able to communicate accurately, confidently, and effectively with parents and carers of children and young people (16-25) who have a wide range of special educational needs and disabilities in an impartial, objective, and non-judgemental manner.

To research, develop and deliver support, training and information to parents, carers, and young people (16-25), statutory services, voluntary agencies, schools, and related organisations to ensure that they have access to the services they need to help them resolve their problems and queries about education, health, and social care provision.

To support the SENDIASS Coordinator in developing the strategic vision for the service and ensuring the service meets the needs of families in the local area. 
Duties and Responsibilities
Listed below are the responsibilities this role will be primarily responsible for:
• Providing a high-quality point of contact for parents, carers, and young people (16-25) to address their queries in relation to SEND.  
• Providing parents, carers, and young people (16-25) with accurate and impartial information, advice, and support to help them to understand SEND legislation, policy and procedures and to empower families to express their views and have their voice heard in decision making. 
• Work with parents, carers, and young people (16-25) to provide them with accurate and impartial information on their rights, roles and responsibilities as set out in SEN legislation, the SEN Code of Practice and the range of options available for their child’s or their education.
• Offer direct communication with families who are often under extreme stress. Objectively and impartially identify the elements of their concern or complaint and agree upon the most effective course of action to ensure all parties benefit from the intervention.
• Work with parents/carers with a wide range of their own needs including literacy difficulties, mental health needs, Autism and ADHD, to identify the service interventions appropriately. 
• Hold a caseload and provide tailored support directly parents, carers, and young people (16-25) to ensure their views are accurately described and shared so they can make informed decisions about their child’s or their own education.
• Providing information, advice and support to parents, carers, and young people regarding the Statutory Assessment and EHCP process.
• Supporting parents, carers, and young people (16-25) to access and understand written information, EHCP plans, letters, and reports. 
• Advising, supporting and as appropriate representing parents, carers, and young people (16-25) during the SEND Appeal & Tribunal process. This can include, mediation, dispute resolution, completion and submissions of documentation, Judicial Assisted Dispute Resolution (JADR) meetings and tribunal hearings to ensure that families fully understand the appeal process, that their voices are heard, and they can make an informed decision to access the process. 
• Providing information, advice and support for parents, carers, and young people (16-25) at SEND meetings, ensuring they can fully participate in the process and make informed decisions. 
• Providing information, advise and support to parents and carers, regarding suspensions and exclusion processes including at exclusion meetings with schools, governors, and IRP meetings. 
• Championing the needs and aspirations of children and young people by using a variety of communication tools and practices to ensure that their voice is at the heart of all discussions and meetings regarding their SEND provision in their education.
• Working at arm’s length yet liaising appropriately with all agencies involved with children and young people with special educational needs and disabilities.
• Maintaining accurate records of all enquiries, actions, and follow-up activities withing the SENDIASS referral data base systems and that general responding timescales are met.
• To provide information, advice, and support via the SENDIASS telephone helpline.
• Escorting parents and children to visit schools if appropriate.
• Occasionally attending meetings in schools outside of County Durham.
• Providing SENDIASS drop-in sessions for parents, carers, and young people (16-25) in a variety of different locations across County Durham.
• To assist in the development, facilitation, and delivery of workshops / training on topics relevant to SEND for parents, carers, and young people (16-25), voluntary and statutory services, and educational settings in County Durham. 
• To attend conferences and other events to raise the profile of SENDIASS in County Durham which can occasionally on an evening or weekend.
• Work in line with the minimum standards for SENDIAS Services in accordance with the Council for Disabled Children Minimum Standards and SEND Code of Practice 2015.
• Undertake IPSEA legal training, levels 1, 2 & 3 as required by the Council for Disabled Children Minimum Standards and adhere to the principles of the SEND Code of Practice and keep abreast of all legislation and policy relating to SEN and disability.
• Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social, emotional and welfare needs.
• To participate in and adhere to safeguarding procedures as defined by the Durham Safeguarding Children’s Partnership. 
• Any duties deemed within the scope of the post holder.
Organisational Responsibilities
Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.





Person Specification

	Attributes
	Essential
	Desirable

	Qualifications






	· Honours Degree in a relevant field such as Education, Health or Social Care.
	· SEND Legal training

	Experience






	· Substantial experience of working with schools and parents of children with SEND 0-25yrs. 
· Experience of providing telephone advice and guidance to families or professionals.
· Experience of partnership working to achieve desired results.
· Experience of working with a range of professionals, external partner agencies and service providers. 
· Work proactively and cooperatively with wide range of services involved in supporting children and young people with SEND.
	

	Skills and Knowledge 






	· Ability to demonstrate knowledge and understanding of key policies affecting families and children with SEND.
· The ability to converse at ease with families and provide accurate information, advice and support. 
· Ability to manage time effectively, prioritise, co-ordinate tasks and meet deadlines.
· Excellent communication, advisory, negotiating and dispute resolution skills.
· Ability to be organised and work in a fast-paced service with high enquiry levels. 
· Effective interpersonal skills including ability to work effectively as part of a team and in partnership with a range of external agencies.
· The ability to reflect and evaluate to improve working practice.
· IT literate – Microsoft packages (Word, Excel, PowerPoint, and Email)
	· Knowledge of the SEND Appeal & Tribunals process.
· Delivering presentations, group facilitation and workshops to families.

	Personal Qualities






	· Ability to form positive professional relationships.
· Creative and innovative thinking.
· Commitment to improve service quality through performance culture, best value, and best practice.
· The ability to work flexibly to meet the needs of the Service.
· Non-confrontational approach to problem solving.
· Open, honest, and assertive manner.
· Supportive and challenging. 
· Ability to respect confidentiality.
· Commitment to high quality service delivery
· Good team player. 
· Enthusiastic 
· Persistence
· Empathy and positive regard for others. 
· Warm, respectful, and sensitive. 
· Reliable 
· Strong sense of Self 
· Independent travel is an essential requirement of the post
	· Knowledge of DCC values and behaviours framework
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