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Job Description

DEPARTMENT:	Inclusion 

POST:	Senior ALN Statutory Officer

GRADE OF POST:	GR11

RESPONSIBLE TO:	Principal Educational Psychologist
 

JOB PURPOSE: 
To take lead responsibility for the Local Authority’s processes to support the Local Authority’s IDP requirements of the Act.

To have responsibility for the overall line management of ALN Statutory Officers for the 0-25 age range, ensuring that operational standards and working practices within the service meet identified needs.

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· To oversee the effective and efficient operation and development of the Local Authority’s IDP service, ensuring its compliance with all relevant statutory responsibilities.
· To line manage a team of  ALN Statutory Officers ensuring that working practices are at the standard required to ensure a quality and compliant service is provided to all internal and external stakeholders.
· Develop performance indicators in order to evaluate the successful implementation of existing and new systems, processes and working practices, including the development of an IT system to support the IDP process.
· To oversee and support the quality assurance of statements of Special Educational Needs in accordance with the statutory advice received, for consultation with all relevant parties, within the appropriate and applicable timescales
· To have overall responsibility for the cessation of statements of SEN and be responsible for determining, capturing and disseminating processes relating to the ALN Code and the Education Tribunal Wales.
· Be responsible for providing advice and guidance to parents and professionals from a number of different agencies both internal to Bridgend County Borough Council and externally such as Learner Support Service, schools, Health and SNAP Cymru regarding the IDP process relating to individual pupils.
· To coordinate and chair the ALN Statutory Panel.
· To ensure all fundamental service issues are discussed with the Principal Educational Psychologist to facilitate a timely,effective and collaborative resolution.
· To oversee and support the preparation of statements of Special Educational Needs (SEN) and support their transition to IDPs, within the appropriate and applicable timescales.
· To oversee the quality control monitoring of the format of completed statements and IDPs and the protocols undertaken to achieve final documents. 
· To oversee the handling and completion of requests for information and complaints from members of the public, member referrals, Freedom of Information (FOI) request, referrals from Assembly Members and Members of Parliament in relation to IDPs.

GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.






Person Specification
Senior ALN Statutory Officer

The following attributes represent the range of skills, abilities and experiences etc relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (Yes).
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training
	· QCF (NVQ) Level 4 in a related field or equivalent, or an ability to demonstrate competence through experience.   Alternative demonstrable relevant experience in a public sector organisation will be considered.
	Yes
	Production of original Qualification Certificates and application form.

	
	· Evidence of ICT competence in written communication and ICT.
	
	

	Knowledge & Experience
	· A broad understanding and  knowledge of existing SEN statutory processes and legislation in relation to the ALN Reform and Equalities Act.
	Yes
	Interview, application form and selection process.

	
	· A broad understanding and knowledge of the new ALN Reform and the statutory duties of a local authority.
	Yes
	

	
	· Experience of working in a senior position and managing teams to ensure an effective and efficient service provision to others . 
· Experience of contributing to and the construction of Individual Education and Behaviour Support Plans.
· Demonstrable competences with a range of Microsoft Office, especially Excel, PowerPoint and Word.
· Sound knowledge of relevant policies, procedures and legislation, e.g. Data Protection Act 2018/General Data Protection Regulation (GDPR).
· Experience of planning, developing  and introducing changes to working practices, processes  and systems.
· Practical experience of developing and monitoring performance performance indicators.

	Yes











Yes







Yes

	

	Skills & Personal Qualities
	· Strong management skills:  able to lead and motivate a team to ensure consistently high standards of customer service. 
	Yes
	Interview, application form, and selection process.

	
	· Knowledge of the potential application of new technologies to improve working practices across the authority.
· Capacity to use professional initiative to solve problems within a service provision.
· Ability to handle confidential data and information sensitively.
· Ability to develop and maintain professional, productive relationships with both internal and exfternal stakeholders.
· High levels of organisational skill with the ability to prioritise aspects of the service in light of competing demands.
· Resilience and diplomacy under pressure.
· Flexibility and adaptability in a rapidly changing environment.
· The ability to greet customers through the medium of Welsh is a requirement for this post.
	




Yes


Yes


Yes



Yes
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