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Job Description and Person Specification


Education Health & Care Plan Reviewing Officer

	Department
	Children’s Services

	Section/Service
	Education High Needs SEND Service

	Grade
	Scale G

	Responsible to
	Inclusion Locality Manager

	Responsible for
	No staff managed



	Role and Context 

	Job Purpose 

	To support the Education Health Care Plan Coordinators in their casework by taking a lead role, under guidance, in the decision making and processing of annual reviews of EHCPs, arrangements for children subject to phase transfer, applications to specialist school placements tracking children through the admissions process, individual children’s transport arrangements and any other referral arrangements that support transition (ie to adult social services). 

They will act as a liaison point for families on behalf of EHCP Coordinators, including communicating local authority decisions and supporting local and county duty arrangements. All of the above will be undertaken with the result of assisting improvements in the local authority’s performance for Education Health Care Plans against nationally and locally set performance indicators.


	Context

	The operational service is divided into five teams – an assessment team, a post-16 team and three locality teams drawn along district council boundaries. The Reviewing Officer will be aligned to either the post-16 team or one of the locality teams but will be expected to work flexibly across teams and services where this is required to ensure a county approach to meeting key performance indicators.
 

	Other Job Information  

	You will be expected to travel as part of your normal duties within Norfolk and, on some occasions, outside of Norfolk and will be responsible for your own transport arrangements in order to fulfil the requirements of the role. 

You will be subject to an enhanced disclosure and barring check due to the post being in direct contact with children and vulnerable adults. 



	Principal Accountabilities

	Take the lead role, under guidance of the EHCP Coordinators, in local authority decision making following annual reviews to maintain, cease or amend EHCPs or to undertake full statutory reassessment and ensure such decisions and amended EHCPs are undertaken and communicated in line with statutory timescales. 

Liaise with schools and other educational establishments where annual review decisions or EHCP amendments cannot be made due to poorly constructed annual review reports, ensuring additional information and evidence is gathered to expedite decisions and ensure feedback is given to support continuous improvement in schools’ and other educational establishments’ practice.  

Undertake amendments of EHCPs under guidance and direction of EHCP Coordinators and in full co-production with parents/carers, young people and other involved practitioners. 

Deputise for EHCP Coordinators attendance at annual reviews of EHCPs operating as the local authority representative to support the effective delivery of annual reviews across Norfolk. 

Take the lead role in overseeing arrangements locally for children subject to phase transfer (ie entry to statutory school, transition from infant to junior, junior/primary to secondary, and secondary to further education) ensuring the child’s onward setting is identified, secured and named in the final EHCP in line with nationally DfE deadlines. 

Make applications on behalf of EHCP Coordinators for children where specialist school placements are required, tracking children through the admissions process and communicating outcomes to families and finalising EHCPs following decisions being taken. 

Take a lead role in ensuring transitional arrangements are in place for children and young people by making applications and referrals to other agencies and departments, such as transport and adult social care referrals. 

Take a lead role in the submission of young people to the Summer TITAN buddy scheme under guidance and direction of EHCP Coordinators and the team manager.

Manage and maintain case management records using the Synergy SEN Live system, progressing cases through the workflow to ensure accurate and current recording of status of casework. 

Operate as a liaison point for families and other agencies communicating local authority decisions relating to annual reviews, phase transfer and special school admissions. 

Contribute to local and county duty systems. 

Contribute to local and county quality assurance and moderation processes to ensure the quality and consistency of EHCPs across Norfolk. 




Person specification

	Qualifications

	Essential
	Desirable

	Good standard of general education equivalent to Level 3 (ie A Levels).

Level 2 qualification in maths and English and ICT.
	Qualified above Level 3 (ie NVQ 4, degree)

	Experience

	Essential
	Desirable

	Demonstrable experience of working within a legal or statutory framework and meeting requirements. 

Experience of working in a role which included:
· direct work with children, young people and families.
· communication and interaction with other agencies and professionals to obtain and share information

Proven experience of managing a large workload and meeting deadlines.  
 
	Demonstrable experience of working within the field of special educational needs and disabilities. 

Experience of using case management systems to record and manage workload. 

	Skills/knowledge

	Essential
	Desirable

	
Knowledge and understanding of legal frameworks relating to special educational needs and disabilities including: 

· Children and Families Act 2014 and associated regulations
· SEN Code of Practice 2015
· Disability Act 2010

Ability to analyse information and use this to reach conclusions and make decisions within a legal or statutory framework. 

Good communication skills, both written and oral and ability to convey difficult information sensitively. 

Ability to organise and prioritise work effectively to ensure performance indicators and deadlines are met. 

Ability to work effectively with others, including internal colleagues, external partners and children, young people and families to champion and seek collaborative solutions to disagreements. 

Suitability to work with children and vulnerable adults. 

Appointment will be subject to a satisfactory Enhanced Disclosure and Barring Service check to assess the suitability of candidates to work with children or other vulnerable groups.
	
Knowledge of broader local authority legal requirements relating to children and young people such as Children’s Act 1989, Education Act 1996. 



The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.

General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.

Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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