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Job description
Special Educational Needs Keyworker (Case Officer)
· Grade:		PO1
· Reports to:	SEND Deputy Operations Manager
· Direct reports:	None
· Your team:	SEN Team
· Service area:	Pupil Services
· Directorate: 	Children and Young People
· 

	Special requirements of the post

	Workstyle: Roaming (Medium presence, minimum of one days a week)
· Colleagues whose activities are a mix of remotely and periodic onsite work and/or meetings with third parties and businesses, going on site visits, and resident engagement

	This post requires a DBS check at the appropriate level (Basic)


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Overview of the role
You will be working as a key part of the 0-25 SEND structure for Islington, supporting children and young people with an educational need and/or disability (SEND) who are applying for or have an Education Health and Care Plan (EHCP) and their families.
We are seeking motivated, and family focused SEND Keyworkers (Case Officers) to provide advice and support to parents and children aged 0-25 years with SEND.  You will be working with families and professionals to ensure children and young people have the right provision specified in their EHCP, so they are able to successfully progress in education and make the next steps ultimately into adulthood.  You will also play a crucial role in developing partnerships with our mainstream and specialist schools to ensure they can support our young people.
Key responsibilities
· To act as Keyworker for children with special educational needs and their families. This will include:

· Ensuring the authority complies with the all legislation and statutory guidance including the SEND Code of Practice adhering to all statutory timeframes and processes for both new assessment plans and annual reviews of Education, Health and Care (EHC) Plans.
· Coordinating EHC needs assessments for children and young people with complex needs and their corresponding annual reviews.
· Acting as a single point of regular and consistent contact for these children, young people and their families, providing information and advice about services and support available.
· Supporting children and families through assessment and planning processes and empowering them to make informed decisions in respect to an appropriate school placement and signposting to access other services they need.
· Writing and amending Education Health and Care (EHC) plans for children and young people with SEND.
· Working in partnership with our mainstream and specialist schools and partner agencies to ensure children and young people have the appropriate provision to meet their needs to enable them to achieve their aspirations.
· Liaising with Education, Health, Social Care, and Voluntary Sector agencies.
· Coordinating different services, practitioners and agencies, including organising Team around the Child/Family meetings.
· Carrying out duties sensitively and efficiently, with the needs and circumstances of children, young people and their families in mind.

· To maintain accurate records and data on children Education, Health and Care Plans (EHCPs).

· Use Pupil Services systems to ensure that all information is recorded accurately and updated promptly.
· Liaise with SEN Operations Manager and Deputy Operations Manager regarding placements at special schools.

· To liaise with other local authorities regarding children with Education Health and Care Plans (EHCPs) moving into and out of Islington.

· To liaise with the Islington Virtual School and other local authorities regarding children with EHCPs who are looked after by Islington Council but placed outside the borough, in order to secure appropriate school placements for them.

· Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training.

Leadership
As a member of the council’s team, to contribute proactively to the collective leadership for the council, working collaboratively with Members, services across the council, partners and stakeholders to deliver the council’s objectives and priorities.
To drive positive cultural change, embodying and promoting the values and behaviours of the council and empowering staff to reach their full potential. Ensure that the performance and development framework is effective for all staff.
To lead on and ensure the effective implementation of corporate initiatives and transformation programmes that cut across the whole or part of the council’s activities.
Resources and Financial management
Ensure effective Financial Management, cost controls and income maximisation in an ever changing environment, fluctuating demands and priorities. Ensure resources are well managed and effectively deployed to the best possible effects assuring value for money in all activities.

Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.


Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
Knowledge, experience, and skills
	Point
	Criteria description
	Essential/desirable

	1
	Professional qualification or studying towards a professional qualification in a relevant field e.g. Education, Health, Social Care, Youth Work or substantial experience in a similar role.
	Essential

	2
	SEN case work experience in a local authority environment, working with a complex and varied caseload.
	Essential

	3
	Knowledge and understanding of the Children and Families Act 2014, the SEND Code of Practice 2015 and other legislation, current national developments and local policy in the area of special educational needs/disability and integrated
	Essential

	4
	Ability to communicate tactfully, sensitively and helpfully with service users whilst adhering to Islington’s customer care standards
	Essential

	5
	Ability to liaise with other professionals within and beyond the Council, to resolve problems and develop effective working relationships across a wide range of disciplines and agencies.
	Essential

	6
	Ability to understand the educational and broader needs of children with SEN and disabilities, that include:
· Communication and interaction;
· Cognition and learning
· Social, emotional and mental health
· Sensory and / or physical needs
	Essential

	7
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and their families.
	Essential

	8
	Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people and ability to work in accordance with Council polices and procedures.
	Essential

	9
	Ability to write accurately and clearly for different purposes and different audiences
	Essential

	10
	Ability to keep children and young people’s records up to date using internal ‘ONE’ database system as well as utilising the system to drive workflow.
	Essential

	11
	Excellent ICT skills including experience of Microsoft Outlook, Word and Excel.
	Essential

	12
	A commitment to providing a responsive and supportive service and a willingness to constantly seek ways of improvement.
	Essential

	13
	Ability to cope with a fluctuating and heavy workload whilst maintaining a high standard of accuracy.
	Essential

	14
	Ability to adhere to the Council’s Dignity for All policy and a commitment to deliver services within the framework of Islington’s equalities policies.
	Essential


Our accreditations
[image: A group of logos with text

AI-generated content may be incorrect.] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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