
Job Description                                                          
	Post title
	Senior Practitioner – Access to Records

	Job Evaluation
	E00185

	Grade
	12

	Service
	Children and Young Peoples Services

	Service area
	Strategy, Assurance and Specialist Services

	Reporting to
	You will report to the Inspection and Improvement Manager

	Location
	our normal place of work will be an agreed team location, but you may be required to work at any Council workplace within County Durham. Hybrid working applies to this post.

	Disclosure and Barring Service (DBS)
	This post is subject to a Basic/Standard/Enhanced Disclosure

	Flexitime
	This post is eligible for flexitime

	Politically restricted
	This post is not 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
Children, young people, care leavers and families have a legal right to access information held about them by Children's Social Care. As a Senior Practitioner – Access to Records, you will play a critical role in ensuring that these rights are upheld lawfully, safely and sensitively.

You will manage Subject Access Requests (SARs), reviewing highly sensitive and often complex social care records. Using your social work expertise, professional judgement and knowledge of data protection legislation, you will make decisions about what information can be disclosed, what must be redacted and whether disclosure could cause harm. 

You will provide specialist advice and support to practitioners, managers and partner agencies, ensuring that disclosure decisions comply with legislation, safeguarding duties and the best interests of children and young people.

Duties and Responsibilities
This is a summary of what you would normally be expected to do as a Senior Practitioner – Access to Records. The list doesn’t cover everything, and your manager may ask you to do other tasks with a similar level of responsibility.

Anti-Discriminatory Practice
· You will understand what makes each child, young person, family and carer unique and respect their identity. 
· You will think about your own beliefs and biases and be curious about how they affect your work. 
· You will use your knowledge to challenge discrimination and handle complex situations fairly. 
· You will speak up for fairness and equality and challenge unfair behaviour.

Managing Subject Access Requests
You will record and track Subject Access Requests in accordance with statutory requirements. 
· You will obtain and collate records from multiple electronic and paper-based systems. 
· You will review large volumes of highly sensitive information, often involving complex family histories, safeguarding concerns and traumatic experiences. 
· You will apply UK General Data Protection Regulation (GDPR), Data Protection Act legislation, Information Commissioner's Office guidance and local procedures to determine lawful disclosure. You will assess risks and use your professional social work judgement to determine whether disclosure could cause harm to applicants, children or other individuals. 
· You will redact information appropriately and apply relevant legal exemptions where necessary. 
· You will keep records and produce reports which are kind, clear and accurate and show how decisions have been made.
· You will ensure requests are completed within statutory timescales and prioritise urgent or complex cases. 
· You will communicate effectively with applicants throughout the disclosure process and manage expectations appropriately. 
· You will prepare responses to enquiries made by the Information Commissioner's Office.

Reflection and Learning 
· You will be confident in your role and responsibilities and seek the advice and support of your manager or colleagues if you are worried about a child, young person, family or carer. 
· You will actively prepare for and participate in supervision to reflect on your practice. 
· You will actively seek to develop your confidence and practice through development opportunities and use what you learn to improve your practice. 
· You will provide specialist advice, guidance and support to practitioners and managers at all levels regarding access to records requests. 
· You will support the learning of others by delivering training, briefings and workshops for practitioners relating to Subject Access Requests. 
· You will learn from feedback to improve outcomes for children, young people, families and carers. 
· Your practice will be driven by co-production, to promote voice, change and participation.  


Managing Your Own Practice
· You will use your time, resources and skills wisely to prioritise and manage a demanding and complex workload within statutory timescales, seeking advice and support when needed. 
· You will ensure your practice is in line with our policies and procedures and statutory guidance. 
· You will represent social work, the Service and the Council confidently and professionally when working with the children, young people, families and carers we serve. 
· You will be committed to outstanding practice which keeps children, young people, families and carers at the centre of everything you do. 
· You will maintain your registration with Social Work England and adhere to the Social Work England standards of conduct, performance and ethics, and standards for continuing professional development.  



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.

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.
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Person Specification

	Attributes
	Essential
	Desirable

	
Qualifications

	· Degree in social work or equivalent social work qualification. 
· Current Social Work England Registration. 
· Hold a current driving licence and have access to a car (if you have a disability and this is not possible you must have access to a means of mobility support).

	· Relevant post-qualifying specialist training in information governance, safeguarding or data protection.


	
Experience

	· Significant post-qualifying experience of social work with children, young people, families and carers. 
· Working with highly confidential and sensitive information. 
· Using policies and procedures, law, regulatory and statutory guidance to inform decisions.  
· Working proactively within timescales to achieve positive outcomes and avoid drift and delay for children, young people, families and carers.
· Effective team and partnership working with other professionals and agencies which have supported children and/or families. 
	· Subject Access Requests, Information Governance or Data Protection work. 
· Supporting others to develop their practice. 
· Developing and delivering training. 


	
Skills and Knowledge 

	· Strong knowledge of UK GDPR, the Data Protection Act and safeguarding legislation. 
· Understanding of Children's Social Care practice and statutory guidance. 
· Ability to analyse and interpret highly complex information. 
· Excellent written communication and report-writing skills. 
· Strong risk assessment and professional judgement skills. 
· Strong ICT skills. Confident in the use of Microsoft packages (Outlook, Teams, Word, Excel, PowerPoint), and in your ability to use/learn to use specialist systems like LiquidLogic.
· Able to manage competing priorities and statutory deadlines. 
	· Knowledge of ICO guidance, case law and disclosure exemptions. Experience using redaction software and access to records systems.


	
Personal Qualities

	· Share our Durham Cares core values and strategic objectives. 
· Place the views of the children, young people, families and carers you work with at the centre of everything you do.  
· Committed to inclusive practice.
Able to work flexibly to meet the needs of children and families. 
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