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	Job Description



Statutory SEND Coordinator
(Previously known as Statutory Control and Compliance Officer)
Reference:  
Date: March 2026

Job Family:	Education & Skills/ Inclusion Welfare & Support
Level:				1
Band: 				4		 
Career Track: 			Operational

	Job Purpose



The Statutory Control and Compliance Officers will provide high-quality organisational support to the Statutory Assessment and Review Team. The post will ensure that statutory processes, casework, coordination and financial data relating to Education, Health and Care (EHC) needs assessments and reviews are accurately maintained and compliant. The post holder will contribute to the effective delivery of services to children and young people with SEND and their families. 

	Service Purpose


The Statutory Assessment and Review Team within Northumberland County Council coordinates statutory Education, Health and Care (EHC) needs assessments and maintains Education, Health and Care Plans (EHCPs) for children and young people with Special Educational Needs and Disabilities (SEND). The team works with families, schools and multi-agency partners to gather professional advice, ensure statutory timescales are met and oversee the review and amendment of EHCPs.

Through this work, the service enables the Council to meet its duties under the Children and Families Act 2014, ensuring children and young people receive appropriate support to access education, achieve positive outcomes and reach their full potential.

	Duties and Responsibilities


Administrative & Organisational Support
· Provide organisational and administrative support to the Statutory Assessment and Review Team, including maintaining records, managing correspondence, and supporting casework processes.
· Act as a point of contact for enquiries, responding professionally via telephone, email and written communication, including monitoring the generic inbox during staff absences.
· Assist in the monitoring of budgets and expenditure for the service area, assist on providing financial information and advising managers.


Case Management & Data Integrity
· Accurately update and maintain electronic case management systems (e.g., EMS), ensuring data quality, GDPR compliance, and confidentiality.
· Complete regular data maintenance tasks, including updating financial information, placement/base details, and learners’ personal contact records.
· Ensure case management systems meet quality assurance requirements.
Support for Statutory SEND Processes
· Work within statutory timescales for EHC needs assessments, annual reviews and related statutory processes.
· Prepare, format and distribute statutory documentation such as letters, reports, meeting papers and EHC Plan paperwork.
· Assist officers with preparing and submitting documentation for decision‑making panels and other statutory functions.
Coordination, Liaison & Information Sharing
· Support coordination of EHC needs assessments and annual reviews, including requesting professional advice and liaising with Statutory Assessment and Review Officers.
· Liaise with parents/carers, young people, educational settings and multi‑agency professionals to gather information and provide clear procedural updates.
· Work with other local authorities on transition cases, ensuring secure information sharing and accurate system updates.
Compliance, Safeguarding & Service Improvement
· Ensure all work complies with legislation, statutory guidance (including the SEND Code of Practice), local policies, equality and diversity requirements, and safeguarding responsibilities. Contribute to process improvements and support team development, including assisting with training new staff and providing service-wide operational support when required.

	Person Specification


	Professional and Technical Requirements


Qualifications
· Level 2 qualifications including English and Maths, or relevant equivalent experience.
Knowledge, Skills & Experience
· Experience of working within a local authority, education, health, or social care environment.
· Experience of managing confidential and sensitive information in line with data protection requirements.
· Experience of working accurately with databases and electronic information management systems.
· Proficient IT skills, including use of Microsoft Office and electronic record systems.
· Strong organisational and time‑management abilities.
· Ability to work accurately with a high level of attention to detail.
· Ability to follow instructions, apply procedures consistently, and organise own workload.
· Ability to work independently without constant supervision.
· Resilience when managing potentially challenging or emotionally sensitive work.
· Commitment to equality, diversity, and safeguarding of children and young people.

	Core Competency Requirements


Communication: Communicates clearly and respectfully to support shared understanding.  Uses active listening to confirm meaning and respond appropriately. 
Collaboration: Works with others to complete tasks and support service delivery. 
Service Delivery: Delivers tasks to expected standards and timescales, following procedures and guidance. Uses resources efficiently to support effective delivery. 
Decision-Making: Makes decisions using guidance and procedures. 
Digital & Data Literacy: Uses standard digital tools to complete work, following guidance on data protection and digital safety. 
Adaptability: Adapts to change and feedback.  Applies learning to improve own work and support team outcomes. 
Problem-Solving: Resolves issues using known solutions. 
Community & Customer Focus: Delivers services with care and respect, considering diverse needs and ensuring a positive customer experience 
Leadership: Supports colleagues and takes responsibility for own work.
Strengths
	Strengths


Analytical: You seek and analyse information to inform your decisions, based on the best available evidence. 
Authentic: You are self-aware and true to yourself in all situations, even when under pressure. 
Catalyst You are self-motivated to act towards achieving a goal. You are confident using your own initiative to take forward actions 
Challenger: You can bring fresh perspective whatever the situation or context. You see other people’s views and appreciate that there are many different angles to consider. 
Courageous: You are an innovator who tries new approaches. You push yourself to work outside your comfort zone. 

	Desirable 



Experience of Council’s EMS system.
Understanding of the importance of statutory timescales and compliance (knowledge of SEND processes desirable). 
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