Job Description

[bookmark: _Hlk530663196]This form is used to provide a complete description of the specific job and defines the required skills, knowledge, behaviours, qualifications and experience.
Section A: Job Profile
The job profile provides key information relating to the salary and working conditions e.g. location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Lead Officer

	Salary:
	£63,576 - £67,003

	Grade:
	16  

	Hours:
	37 - We are open to discussions about flexible working.

	Team:
	EHCP Casework Team   

	Service Area:
	Children’s Services  

	Primary Location:
	The primary location is usually County Hall, Oxford and you will be required to work from this location and in an agile manner.

	Budget responsibility:
	Yes

	Responsible to:
	Operations Manager

	Responsible for:
	Leadership of a team within the EHCP Casework Team

	Political Restricted Post:
	no


Job Purpose
	· [bookmark: _Hlk87429194]To ensure effective and efficient processes to meet the Statutory requirements relating to SEND set out in CF Act 2014 and statutory guidance Code of Practice 2015
· Responsible for managing and leading the Education, Health and Care Plan (EHCP) Casework Team, ensuring that all statutory key deadlines are articulated, met and evaluated to develop future best practice and inform commissioning decisions.
· To lead and manage a highly effective Team ensuring best quality EHC Plans for all CYP with SEND up to age 25
· Develop sound professional relationships with families and colleagues in Health, Social Care and Education settings to ensure effective joint working for CYP with SEND. 
· Assist the Head of Service and Operation’s Manager to develop and implement a countywide strategy to support Children and Young People with SEND



Job Responsibilities 
	· [bookmark: _Hlk87429442]Develop and implement a consistent countywide statutory process that is embedded across the service and aligned to other internal and external organisations. 
· Lead, manage and ensure all casework is completed in statutory timelines for children and YP up to age 25. 
· Lead and manage workstreams/working groups as required to ensure that the service continues to meet any changing legislation. 
· Develop strategic partnerships across a wide range of stakeholders, including 
· Parent Carer Forum 
· Young people’s groups 
· Education providers including early year’s settings, schools, colleges and training providers 
· Education practitioners including Educational Psychology and other advisory support services within the LA
· Children with Disabilities, Children’s Social Care and Adult Social Care 
· Health practitioners 
· Oxfordshire Clinical Commissioning Group (CCG) including the Designated Clinical Officer (DCO) 
· Youth Justice Service
· Provide support, training and advice to relevant settings, services and stakeholders on national legislation including the EHCNA process
· Develop, manage and oversee an effective phase transfer plan and process with supporting advice and guidance for children and young people and their families who move from one phase of education to another and into Adult Services. 
· Ensure that processes are in place to gather appropriate data so that the local authority, education providers and the CCG can ensure clear commissioning arrangements are in place. 
· Effectively deploy staff to provide value for money for the services involved and ensuring effective planning for the future. 
· To provide effective line management that challenges team members to meet statutory deadlines, draft and issue high quality EHC plans, keep accurate and up-to-date case records, respond in a timely and effective way in line with agreed guidelines with colleagues, schools and parents and complete effective and rigorous casework.
· To evaluate the service and practice at key milestones to ensure that there is evidence of improved practice and to ensure that this is embedded across the Casework Team. 
· Act as a representative of the Local Authority on regional groups and at a strategic level with other Local Authorities. 
· To brief and prepare reports to the Senior Leadership Team and where appropriate, assist the Directors to provide briefings to Elected Members, Education Scrutiny and the Children’s Trust Board. 
· To effectively chair LA Multi-agency Decision-Making Panels ensuring that due diligence, necessary challenge, robust and through casework has taken place and that decisions are legally compliant 
· To make budget-related decisions in line with the LA Scheme of Delegation
· To represent the EHCP Casework Team on the Multi-Agency quality assurance panel and feedback required changes to practice and provide training to Senior EHCP Casework Officers and EHCP Casework Officers 
· To maintain weekly oversight of SENDIST Tribunal Appeals and take any necessary steps in a timely manner, escalating decisions around high-risk cases to the OM as required. 
· Responsibility for dispute resolution including investigating and responding to formal complaints through the corporate complaints processes; correspondence with MPs and Local Councillors; and responding to LGSCO complaints and pre-action Judicial review 
· Effective liaison with Senior EHCP Casework Officers to ensure consistent/measurable performance from the team and delivery of strategy. 
· Provide professional advice and guidance on decision making to the Casework Team as required. 
· To ensure oversight and progression of particularly complex or high risk cases 
· Ensure Line Management of staff is undertaken in line with Oxfordshire County Council policy 
· Attendance at CIN, CP meetings where required. 
· [bookmark: _Hlk87429460]The post holder will work closely with the Operations Manager and Assistant Director – SEND and Inclusion to support in in preparation for Local Area Inspections; writing and delivering action plans and providing documentation as required to externally set deadlines 
· Liaise with Finance, Legal, Human Resources, Corporate Complaints Team and Facilities Management as required. 
· Contribute to decisions affecting service area planning, budgets and staff 
· Work based knowledge and awareness, including national initiative, changes to legislation, local and national political priorities 
· To identify any savings that can be achieved through effective co-ordinated practice.
· To undertake all duties and responsibilities in line with current Council Policies and Procedures, including those relating to health and safety; equalities, diversity and inclusion; safeguarding procedures; financial instructions; procurement and commissioning. 
· To undertake any other duties in agreement with the post holder and manager. Significant changes that may affect the role and responsibilities of the post or the job description would be managed through an agreed process in consultation with the Trade Unions. 




Section B: Selection Criteria
[bookmark: _Hlk535396426][bookmark: _Hlk518652118]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have in order to perform the job. The selection criteria provide a list of essential (no more than 8-10) and desirable criteria (no more than 4). 

Each of the criteria listed below will be measured through the application form (A) and optionally - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. You will be expected to address each point separately and in the order listed. If you do not complete a full supporting statement in the requested format your application may be rejected. 
	Essential Criteria
	Assessed By:

	Qualified to degree level plus relevant Professional Qualification or significant experience in SEND Casework
	A/I

	In-depth and robust knowledge of legislation, statutory guidance and processes relating to children and young people with SEND, including the Children and Families Act 2014, Equalities duties, and the SEND Code of Practice 2015 and the Preparation for Adulthood agenda. This also includes knowledge of best practice in all these areas.
	A/I

	Knowledge and successful track record in service or programme delivery including multi-agency work
	A/I

	High level of interpersonal skills to support partnerships with colleagues, other agencies and with children, young people and their families ensuring an open, honest and empathetic approach when dealing with difficult situations 
	A/I

	Knowledge of schools, post 16 providers and Local Authority services that support children and young people at SEN Support level and with EHC plans to transition to adult life. 
	A/I

	Proven track record of successful leadership and management skills including experience of in leading a team in a Local Authority or equivalent
	A/I

	Ability to work flexibly when required to ensure that levels of service provision are achieved 
	A/I

	Excellent written and verbal communication skills and good ICT skills and experience of communicating with a diverse range of people and organisations
	A/I/T

	Experience in case managing and oversight of complex Tribunal Appeals including those involving Health and Social Care 
	A/I

	Experience of contribution to decision making and planning resources and processes and procedures for children with SEND eg. through Education Health and Care Plans. 
	A/I

	Ability to work on your own initiative and confidence in making decisions under pressure
	A/I/T

	Ability to search for an implement new and innovative solutions to complex problems 
	A/I

	Experience of working in and leading on effective dispute resolution within the context of LA decision making
	A/I

	Desirable Criteria
	Assessed By:

	QTS or relevant Professional Qualification or substantial experience
	A/I

	Knowledge of local government managerial and decision-making processes
	A/I

	Experience of developing and implementing programmes, including writing business cases and highlight reports 
	A/I

	Demonstrable emotional resilience
	A/I

	Experience of effectively chairing multi-agency meetings
	A/I
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre employment checks specific to this role are identified below (those ticked).

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring


	☐
	Other (please specify): 



[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	
	Significant use of computers (display screen equipment)
	
	Work with vulnerable children or vulnerable adults

	☐
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	
	Face-to-face contact with members of the public


	☐
	Other (please specify):      



Agile Working

All staff may be required to work from a different base or in a different location at some point in the future in line with any Council or school needs.  Such changes will be made after proper consultation and shall be deemed to be reasonable after taking into account any personal requirements. 
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