SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

Department:		Communities 		Location:	Within Sefton Borough

Post:			Service Manager – Special Educational Needs and Disability (SEND)

Grade:		Hay 6
________________________________________________________________________

Responsible to:	Head of SEND and Inclusion

Responsible for:  	SEND Assessment & Provision Team, Travel Support Team, Post 16 High Needs Funding and Service Support Team
________________________________________________________________________

JOB PURPOSE

[bookmark: _Hlk29217614]To lead and manage the statutory assessment team and travel support team in order to transform and develop services for children with Special Educational Needs. 

You will be responsible for the strategic development and delivery of SEND services and commissioning and procurement of specialist provision for children and young people (0 to 25 years) with special educational needs and disabilities.  You will be responsible for leading and championing key deliverables within statutory deadlines, ultimately adhering to statutory legislation such as SEN Code of Practice (2015) and Children and Families Act (2014) in order to raise overall standards and achievement for children and young people with SEND.


MAIN DUTIES:

· Provide strong leadership for the service based on a clear vision for the service, clarity of standards and outcomes to be achieved.
· Work with the Head of SEND and Inclusion on the development, implementation and maintenance of a sufficiency strategy to ensure children and young people’s needs are met within the borough
· Hold lead responsibility for ensuring that all eligible child and young people have access to an appropriate specialist transport offer.
· Have lead accountability for ensuring the Council and its partners comply with all national policy, legislation, statutory guidance and specific court orders in respect of children with special educational needs and disabilities including those who are children in need or under child protection plans.
· Have lead responsibility for ensuring the service operates in a way which safeguards children and is fully compliant with Council procedures.
· Ensure a consistently high quality of response to all children and young people through effective management of resources, service planning and monitoring and budget management, leading improvement and change as necessary.

· Hold lead responsibility for the achievement of all performance indicators and targets relevant to the Service and to report on these to the Head of Service, Governance Boards and, where appropriate, to the Executive Director for Children and Education.
· Co-ordinate the assessment and placement of children and young people with SEN. 
· Deal with matters covered by the SEN and Disability (SEND) Code of Practice, including appeals to the First-tier Tribunal (SEND). 
· Manage the budget for children and young people with EHC plans. 
· Help plan for future provision for children and young people with SEN.
· Maintain up-to-date detailed knowledge of legislation and national policy and ensure both the divisional management team and the service are briefed on changes.  
· Provide high quality reflective professional supervision and appraisal to direct reports which results in consistent high standards of casework across the Service and assure the quality and effectiveness of supervision provided to staff, and support CPD.
· Undertake a range of quality assurance activity, including peer auditing, auditing of casework and EHCPs across the service in line with the SEND Quality Assurance Framework and ensure that peer auditing is embedded across the Service.
· Deliver SMART service improvement plans which address performance or practice issues, considering service users and partner agency feedback to ensure high standards of practice and learning from audit are embedded across the Service.
· Recruit, deploy, support, develop and retain appropriately skilled staff.
· Promote the participation of parents and carers, children and young people in the evaluation, design and delivery of the Referral and Assessment Service and the Travel Team.
· Promote and implement the policies of the Council in relation to equalities and diversity in all aspects of service delivery and employee relations.
· Ensure the proper planning, control and management of operational budgets
· In liaison with other Council departments and partner agencies, contribute to the strategic development of children’s services. 
· Work collaboratively with schools, health services, other children’s services and relevant adult services to develop a whole family approach at all levels and to identify opportunities for integrated working.
· Escalate to the head of service where issues with the partners above may lead to adverse service delivery.
· Represent the Service, Department and Council at a range of local and regional partnership meetings and where appropriate, deputise for the Head of Service.
· Draft a range of documents including; service improvement plans, reports on professional and service issues, complaints and responses to Councillor and MP enquiries.
· Be available out of normal office hours to give advice and guidance in emergencies.
· Undertake other duties as required by the Head of Service commensurate with the grade, role and function of the post.

GENERIC DUTIES AND RESPONSIBILITIES
· Contribute to the continuous improvement of the services of Sefton Council.
· Comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection and health and safety.
· Promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.
· Understand the Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the role within the Council.  

QUALIFICATIONS AND/OR EXPERIENCE
See Person Specification

SPECIAL CONDITIONS
· Requirement to work flexible hours and provide out of hours advice as necessary
· Flexibility to attend meetings at venues within or outside the Borough.

GENERAL
The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and could be liable to change.
This job description is a representative document; other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.
All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others wo may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.
The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.
Since confidential information is involved in the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.
The post holder will be expected to undertake and participate in training, coaching and development activities as appropriate.
Note:  Where the post holder is disabled every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.

Prepared by:		Catherine Gilhooley, Head of SEND and Inclusion
Date:			March 2025





















PERSON SPECIFICATION

Post:	               Service Manager – SEND

Department:      Education	

	Personal Attributes Required

	Essential (E)
Or
Desirable (D)
	Method of Assessment


	QUALIFICATIONS/TRAINING

Educated to degree level or other equivalent qualification.

Recognised and extensive training in relation to Special Educational Needs and Disability

	

E

E
	

AF/C

AF

	
EXPERIENCE
Significant experience in SEN and Disability arena either in Education or Social Care or Health.

Significant experience of working with parents and families

Significant experience of multi-agency working 

Excellent budget management experience

A proven track record of successful strategic leadership within a school or Children’s Services Function

	

E

E

E

E

E
	

AF/I

AF/I

AF/I

AF/I

AF/I

	
SKILLS/KNOWLEDGE/APTITUDES

Good working knowledge of a range of SEN and disabilities – ensuring that assessment and plans are appropriate to a child’s specific needs.   

Ability to develop excellent working relationships with schools, agencies and families working effectively with them in a person-centred way.  

Ability to deal with challenging situations.

Good understanding of the roles of different agencies and ability to lead multi-agency meetings effectively.

Detailed knowledge of Children & Families legislation including the SEN Code of Practice ensuring practice is fully compliant with legislation and statutory guidance on SEN and disability.

Good knowledge of other related legislation governing Adult Social Care, the Children’s Act, safeguarding processes and the Equality Act.

Thorough knowledge of services and agencies that might be involved in Education Health Care Plan delivery.

Empowering leadership skills that maximises the potential of others.


	


E


E


E

E


E



E


E


E
	


AF/I


AF/I


AF/I

AF/I


AF/I



AF/I


AF/I


AF/I

	
Leading, motivating and managing multi-disciplinary teams that have delivered excellent performance and continuous service improvement

Excellent communication skills both written and oral with the ability to communicate effectively in a variety of situations.

Excellent negotiation skills.

Excellent interpersonal skills.

IT skills and ability to use Microsoft Office software.  Ability to use SEN case management systems.

Effective management of a pressurised workload and ability to set and meet deadlines.

Analytical thinking and ability to make sound judgement.

 
	
E


E


E

E

E


E


E
	
AF/I


AF/I


AF/I

AF/I

AF/I


AF/I


AF/I


	SPECIAL REQUIREMENTS

Attendance at meetings in and outside Borough 

Willingness to work outside of normal office hours as required

A satisfactory enhance DSB

Ability to drive

	

E

E

E

D

	

I

I

I

I





	
	AF
	= Application Form

	                      
	I
	= Interview

	
	P
	= Presentation



Prepared by:		Catherine Gilhooley
Designation		Head of SEND and Inclusion
Date:			March 2025

