Job Description

	JOB TITLE:
	SEN Tribunal, Mediation and Complaints Lead

	GRADE:
	L

	POST NUMBER:
	

	DIRECTORATE:
	Children’s Services 

	SERVICE:
	Special Educational Needs

	RESPONSIBLE TO	:
	SEN Quality Assurance Manager

	RESPONSIBLE FOR:
	Tribunals, Mediation and Complaints Assistant (FTC)

	


	This post requires a DBS 
Enhanced with Barred list check (Both Adult and Child Workforce) 



	JOB SUMMARY:	
	To manage Tribunal cases, including preparation of case statements, liaison with professionals and families, supporting witnesses, and ensuring Tribunal directions are fully implemented.

To record, monitor and continually review the processes and outcomes of complaints, as well as feedback from the complainants, reporting on this regularly to the SEN Quality Assurance Manager

To lead on the consideration of and response to complaints relating to the SEND Service, liaising with others to ensure that concerns are dealt with appropriately, and at the earliest possible stage.

To liaise with families and professionals to avoid Tribunals or litigation where possible


	ROLE REQUIREMENTS:
	

	1. 
	Plan and organise work to ensure the delivery of tribunals, mediation and complaints. Ability to work with minimum supervision, balancing using own initiative against need to seek management guidance. Ability to work to tight statutory deadlines, be flexible in approach and have good IT skills.

	2. 
	Negotiate with outstanding written and verbal communication skills with  accuracy & detail both to the Tribunal service, families, and schools and professionals within the system.

	3. 
	Have a rigorous understanding of the SEN legislation and are able to apply this with empathy and logic to meet the needs of parents and the Local Authority.

	4. 
	To lead on any developments in disagreement resolution/ mediation/ tribunal practice related to the SEND Reforms

	5. 
	Respond to FOI’s relating to Tribunals and Mediations in a timely and accurate manner as and when required.

	6. 
	Identify issues, resolving as appropriate and escalating complex problems if necessary.

	7. 
	Oversee and manage all complaints (including Ombudsmen, MP/member enquires) in an efficient manger ensuring that all correspondence is responded to in a timely manner and responses are of a high standard.

	8. 
	Collate process and analyse complex information. Ensure all required records and information are maintained correctly and recorded on the appropriate systems.  That systems are in place for the Local Authority staff to enhance and improve their services and responses to parents.

	9. 
	Ensure information is managed efficiently and accurately & that data is recorded and stored in compliance with national standards and can only be shared, as appropriate, with other agencies. 


	10. 
	Represent the Local Authority at SEND Tribunal Appeal hearings and mediations including drafting all pleadings and follow up case work.

	11. 
	Take responsibility for ensuring computerised information is accurate and up to date at all times. Data management to be maintained relating to the Tribunal and Mediations cases and written papers provided as required for service managers, councillors or other such bodies in accordance with LA policy and legislation.

	12. 
	Contribute to the wider SEND service aspirations, identifying opportunities to achieve integrated working on a multi-agency basis. Work as an effective team member within the wider SEND service. 


	13. 
	Provide specialist, expert advice, opinion, interpretation, guidance and support to colleagues, service users and partner agencies on the legislative process and framework, including decisions on whether council opposes the Tribunal appeals. This would include
a. Queries / complaints and complex issues to be effectively managed through to a satisfactory conclusion or escalated as necessary. Appropriate action to be taken to reach resolution, representing the views of the service. 
b. To follow Policies, procedures and controls ensuring that the area of responsibility is compliant with all relevant legislation, codes, regulations, guidelines, standards and best practice.
c. Provide a clear record of actions, circumstances and decisions and identify problems
d. To provide regular statistical information about Tribunal appeals & outcomes of hearings, including cost information.
e. Ensure service overview of all SENDIST appeals is up to date and accurate so that all deadlines are met, particularly the LAs reply and responses to directions.
f. Ensure risk to the Council / customers is minimised.
g. Issues to be managed through to a satisfactory conclusion or escalated if appropriate. Information, advice and support are to be accurate, timely and constructive

	14. 
	Support SEN Managers to ensure they manage early stages of disagreement resolution, to maintain consistency of contact with the service for parents & minimise the transfer of cases between officers.

	15. 
	To work with SEN Managers to identify complex cases where parental preference for phase transfers may be contentious & where pro-active intervention may reduce the likelihood of appeals to tribunal and to take relevant follow up action

	16. 
	Prepare information for Management Team for agreement where part funding arrangements or conceding of a tribunal is being recommended.

	17. 
	Decisions will be made based on Council procedures& the Officer will operate within the legislative framework informed by the SEND Code of Practice 2015 Children and Families Act 2014, Equalities Act and other relevant statutes.

	18. 
	Promote the policy of inclusion of children and young people with SEN in mainstream or maintained special schools wherever possible drawing on strong negotiation and influencing skills across a range of complex SEN issues between parents, schools and multi-disciplinary practitioners.

	19. 
	To ensure a seamless approach across the SEN service in the delivery of the service and customer care, including a timely upload of all documentation referring to a child or young person’s case under appeal and a complete handover to the SEN team.

	20. 
	Support colleagues to prepare chronologies and any other necessary paperwork, arrange and chair conferences with witnesses and perform other duties in relation to First Tier Tribunals and Appeals.

	21. 
	To implement disagreement resolution procedures within SEN to ensure that attempts are made to resolve as many disagreements with parents as possible with a view to reducing the number of appeals to the SEN and Disability Tribunal.  Make use of way forward meetings.

	22. 
	Set and monitor individual and team performance standards in relation to Mediations and appeals.


	23. 
	Attendance at complex Annual Review or other meetings where required particularly where complex legal or funding issues may arise & in in cases where Tribunal hearings are pending or have already been held.

	24. 
	Any other duties reasonably requested by management
Carry out all accountabilities in compliance with the Council’s Policies and Procedures

	CORPORATE RESPONSIBILITIES
	

	25. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	26. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	27. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	28. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	29. 
	Adherence to the council’s commitment to the health, safety and welfare at work policy

	PEOPLE
	To work directly with parents, schools, parental appointed legal representatives, witnesses and other professional bodies within the statutory and legal framework related to the Special Educational Needs and Disability Tribunal process, Liaising with the Borough Solicitor/Counsel as appropriate.

	SERVICE
	

	30. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	31. 
	Attend resolution meetings with parents and other professionals in an attempt to settle disputed issues without the need for formal legal redress wherever possible


OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.
To undertake additional duties that may arise from time to time commensurate with the grade of the post.


























Person Specification
	Person Specification for the Post of
	
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	1 Experience managing SEN casework and Tribunal cases within a Local Authority context.

2 Excellent negotiation skills

3 Ability to work under pressure, meet deadlines, and maintain a high level of commitment

4 Ability to work with minimum supervision, balancing using own initiative against need to seek management guidance with proven ability to work collaboratively as an effective wider team

5 Ability to acquire and apply new knowledge to ensure that work/advice is consistent and reliable.

6 Proven ability to anticipate problems and achieve workable solutions and to ensure contingencies are planned for

7 Ability to advise colleagues and take responsibility for the overall quality of the work related to mediations and tribunals, demonstrating sensitivity and objectivity in dealing with emotive and confidential issues

8 Ability to engage, coach and motivate teams and set clear targets and expectations

9 Evidence of high levels of customer service and satisfaction with an ability to manage potentially stressful situations

10 A good understanding of the political structure and role of elected members

11 Ability to work collaboratively both with own service and across other services

12 An ability to converse at ease, politely and courteously with customers and provide advice is essential

13 Ability to communicate effectively in both written and oral format with a variety of audiences to ensure that key issues are identified and understood.

14 Excellent advocacy skills.

15 Ability to draft and prepare detailed correspondence and reports which are accurate in terms of content, grammar and spelling, using word processing & other packages to create professional documents extracting information from databases, Excel, EHCPs, tables etc

16 In depth knowledge and understanding of current SEN legislation, (including Children and Families Act, Equalities Act, SEND Code of Practice, SEND Regulations) with experience of legal or tribunal processes (SENDIST).

17 Experience of mediation and tribunal management in Special Educational Needs services for children and young people including experience of communicating with children, young people & their families concerning complex issues.

18 Experience of managing complex, challenging and sensitive cases / meetings in a multi-disciplinary setting with relevant stakeholders & ability to make informed decisions under short time constraints to contribute towards cross-partnership decisions on complex matters, with proven negotiation skills that achieve desired outcomes.

19 Proven track record of complex case management with the ability to analyse and interpret detailed and complex information and to use such information to problem solve, achieve workable solutions & ensure contingencies are planned for
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	Qualifications
& Experience
	1 Educated to degree level, or equivalent and with demonstratable and relevant experience in working with children with special educational needs

2 Training in SEN Legislation with a willingness to attend further training

3 Experience representing Local Authorities at formal mediation.

4 Familiarity with the Children and Families Act 2014.
	
	







       A/I

	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	
Builds effective alliances with a wide range of stakeholders and partners to achieve better outcomes. 


Keeps abreast of external changes which impacts on delivery, seeking collaborative solutions to achieve the best outcomes. 
	
	

	We are OPEN and transparent

	Strongly facilitates with various stakeholders to deliver the pace of change required for further success of Tower Hamlets.


	
	

	We are WILLING to challenge, innovate and be accountable

	Takes accountability for leading the organisation in being ambitious and delivering high standards. 

Encouraging innovation and commit resources for entrepreneurial ideas to achieve better outcomes. 
	
	

	We empower each other to be EXCELLENT and go the extra mile

	Drive others to get excited about Tower Hamlets purpose, strategy, values, and goals and how they can make a difference. 

Actively champions success and “good news” across the organisation and externally, to inspire and excite others. 
	
	

	We RESPECT all communities; they are the heart of everything we do

	Ensures that they and others value the diversity of all people they work with and takes this into account in developing the service.

Seeks ways to harness the opportunities presented by the diverse workforce and community. 
	
	

	Additional Requirements
	To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice, unless there is good reason where this is not possible.

To comply with the requirement to carry out a DBS check on this role. 



	
	












Appendix 1: Health and Safety responsibilities for:
 Chief Executive/Corporate Leadership Team Job Descriptions 
 Health and safety responsibilities include:
· providing proactive and visible leadership in developing and maintaining a management culture promoting health and safety within the organisation through the formulation and implementation of the council’s health and safety policy and supporting procedures. 

Health and Safety responsibilities for:
Corporate Directors (first tier) Job Descriptions
Health and safety responsibilities include:
· ensuring the council’s corporate health and safety policy is implemented within their directorate
· incorporating health and safety standards and objectives into service plans
· holding staff accountable
· allocating health and safety responsibilities and duties to managers within their directorate
· acting as, or nominating, a competent manager to act as health and safety champion
· ensuring staff receive adequate information, instruction, training and supervision
· cooperate with trade union/safety representatives

Health and Safety responsibilities for:
Directors (second tier) Job Descriptions
Health and safety responsibilities include:
· overseeing the translation of the council’s health and safety policies, objectives and arrangements into operational practice within their respective directorate service areas. 
· implementing corporate and directorate safety policies and supporting procedures within their service areas
· holding staff accountable
· ensuring risk assessments are carried out, reviewed and shared with all appropriate staff




Appendix 2: Health and Safety responsibilities for:
Directors (second tier) Job Descriptions (contd)
· ensuring staff receive adequate information, instruction, training and supervision
· cooperate with trade union/safety representatives


Health and Safety responsibilities for:
Heads of Service/Departmental Heads (third tier) Job Descriptions
Health and safety responsibilities include:
· arranging, where necessary, additional health and safety guidance and procedures to cover specific work activities, in addition to corporate arrangements
· holding staff accountable
· ensuring risk assessments are carried out, reviewed and shared with all appropriate staff
· ensuring staff receive adequate information, instruction, training and supervision
· cooperate with trade union/safety representatives and attend relevant meetings.

Health and Safety responsibilities for:
Managers and Supervisors Job Descriptions
Health and safety responsibilities include:
· being familiar with health and safety policies and procedures
· setting a positive example
· communicate health and safety policies and procedures to staff
· carry out, review and share risk assessments
· consider work-related violence, abusive or threatening behaviour in the planning and development of safe working systems and procedures
· ensure adequate first aid provision
· holding staff accountable
· ensuring staff receive adequate information, instruction, training and supervision
Appendix 3: Health and Safety responsibilities for:
Managers and Supervisors Job Descriptions (cont)

· cooperate with trade union/safety representatives and attend relevant meetings
· ensure work-related accidents/incidents are reported and investigated in line with procedures.


Appendix 3: Health and Safety responsibilities for: 
Staff Job Descriptions
Health and safety responsibilities include:
· always ensuring that duties and responsibilities are carried out in accordance with the Council’s Policies and Procedures including Financial Regulations, Standing Orders, Workforce & Organisational Policies and Procedures, the Council’s Health & Safety Policy.
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