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Job Description and Person Specification

Education Health Care Plan (EHCP) Coordinator

	Department
	Children’s Services

	Section/Service
	Education High Needs SEN Service

	Grade
	Scale J

	Responsible to
	SEN Team Managers


	JE Number
	JE5099
	GR Number
	GR5099



	Role and Context 

	Job Purpose 

	To deliver the local authority’s statutory duties relating to Education Health Care Plans (EHC plans) via case responsibility of individual children and young people ensuring full compliance of the local authority’s legal duties within the Children and Families Act 2014 and all associated Regulations (ie The Special Educational Needs and Disability Regulations, The Special Educational Needs (Personal Budget) Regulations etc). 

This includes having delegated authority to make local authority statutory decisions relating to EHC needs assessments, maintaining, amending or ceasing EHC plans, personal budgets and ensuring effective partnership with health and social care and co-production with families and young people in the development and production of high quality holistic and integrated EHC plans. 

To act as lead officer for individual schools or clusters of schools or other educational establishments for children with EHC plans ensuring that special educational provision set out in the EHC plan is delivered appropriately and in line with LA legal duties, addressing issues or disagreements including where necessary representing the local authority in formal disagreement resolution or mediation. 

Supporting the strategic aims of the local authority for children and young people with SEND as set out in relevant strategic, business or team plans including championing early intervention and high quality practice at SEN support for children without EHC plans to build confidence in the Norfolk SEND system and reduce overreliance on statutory EHC plans to meet children’s needs. 


	Context

	In order to focus on local delivery, the operational service is divided into five teams. The EHCP Coordinator will be aligned to one of the 5 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 including home visits and will be responsible for your own transport arrangements in order to fulfil the requirements of the role. 

You will be expected to be flexible in your working location, co-locating at educational establishments or other premises in order to support effective integrated working for children educated in those settings. 

The post holder 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 – in order of importance

	To champion inclusive practice and the presumption of mainstream education in educational establishments for children and young people with learning difficulties and disabilities, including those with special educational needs, exemplifying the principles of person-centred planning and co-production in meeting children’s needs. 

To hold and manage a caseload of children and young people with EHC plans in the 0-25 age range ensuring local authority duties are met as set out in relevant statutory guidance and acts of legislation.

To hold and manage a caseload of children and young people referred for EHC needs assessments, ensuring a high quality, co-ordinated, integrated and person-centred experience for families whilst adhering to statutory timeframes.

To hold delegated authority for decision-making for elements of the statutory EHC plan process including decisions to undertake EHC needs assessment, issue EHC plans, maintain, amend or cease EHC plans and decisions relating to personal budgets that ensures local authority statutory duties are met and balances how children’s needs can be met against effective and efficient use of local authority resources.

To analyse and interpret professional advice and information as part of the assessment and review process and draw evidence-based conclusions to inform rigorous and robust local authority decision making.  

To establish and maintain positive and constructive relationships and act as single point of contact for children and young people, their parents, educational establishments and partners. 

To chair meetings relating to the EHCP process using personal skills and attributes to facilitate positive and constructive co-working of all those working with the child or young person and ensuring equal partnership of parents, carers and young people under the principles of co-production.

To provide advice, coaching, signposting and other information to develop, improve and build confidence in family’s and setting’s understanding and effective use of the local offer to meet children’s special educational needs. 

Where there is disagreement, to take a lead role and, where necessary, represent the local authority during disagreement resolution and mediation meetings and prepare responses to complaints or investigations by the local government ombudsman. 

To contribute to the local authority duties relating to the special educational needs and disability tribunal, in some cases managing the SEND Tribunal appeals process through to resolution or providing information to legal representatives and representing the local authority at tribunal hearings. 

Manage and maintain case management records using the Synergy SEN Live system to ensure accurate and current recording against casework. 

To draft written reports and associated documents to support planning and decision-making processes. 

To contribute towards quality assurance processes for EHC plans and the assessment process and adjusting practice in light of findings in a cycle of continuous improvement. 

To contribute to the design and development of new processes, procedures and ways of working as required.

To contribute to county wide systems and tasks associated with the SEND service, such as county duty systems. 

To safeguard and promote the welfare of children and young people and vulnerable adults the employee is responsible for or comes into contact with, observing excellent safeguarding practice in line with departmental policy and procedures. 

To carry out any other tasks as appropriate to the context and grade of the post. 




	Person specification

	Qualifications

	Essential
Relevant Level 4 qualification or equivalent experience

Desirable
Educated to degree level


	Experience

	Essential
Significant experience in delivering services or working with children and young people with special educational needs or disabilities. 

Evidence of successful building of relationships from a wide range of people and organisations. 

Evidence of successful use of case management or management information systems to record and manage a workload

Evidence of successful integrated working with partner agencies and practitioners to deliver outcomes for children and young people

Desirable 
Experience of working with children and young people with special educational needs in an educational setting.

Experience of working within a legal or regulatory context or framework.


	Skills/knowledge

	Essential
Comprehensive knowledge of the SEN Code of Practice 2015 and associated regulations including:

· The Children and Families Act 2014
· The Special Educational Needs and Disability Regulations
· The Special Educational Needs (Personal Budgets) Regulations
· The Education Act 1996 and 2011
· The Education and Skills Act 2008

Good working knowledge of Norfolk’s Local Offer for children and young people with SEND

Highly developed communication skills, both written and oral with the proven ability to influence others.

Highly developed skills of analysis to interpret information and draw appropriate conclusions and findings

Ability to organise and prioritise work effectively to meet key performance indicators and deadlines

Ability to chair meetings and facilitate effective co-working of participants towards co-produced and shared goals and outcomes

Ability to work constructively with a wide range of people and organisations and get shared ownership of co-designed solutions.

Good knowledge of child development 0-25 and factors that can impede development

Skilled in use of office IT software and systems including Word, Excel, PowerPoint, email and web based platforms.  

Knowledge and understanding of Norfolk arrangements for safeguarding children and vulnerable adults.

Suitability to work with children or other vulnerable groups proven by successful Enhanced Disclosure and Barring check.

Desirable
Knowledge of schools, local authority and national funding arrangements for children and young people with SEND



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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