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	Job Description



Statutory SEND Officer
Known as – Statutory SEND Officer – Assessment & Review
Reference:  
Date: March 2026

Job Family:	Education & Skills/ Inclusion Welfare & Support
Level:				2
Band: 				6		 
Career Track: 			Technical, Professional, Supervisory

	Job Purpose



To manage and coordinate statutory Education, Health and Care (EHC) needs assessments and annual reviews in line with the Children and Families Act 2014 and the SEND Code of Practice, ensuring all processes are person‑centred, evidence‑based, and completed within statutory timescales. The postholder will gather and collate professional advice, prepare reports for decision‑making panels, draft high‑quality EHC Plans, and work closely with families, schools, and health and social care professionals to secure timely, lawful and high‑quality outcomes for children and young people with SEND.

	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


Statutory EHC Assessments & Planning
· Coordinate and manage statutory EHC needs assessments from request through to completion, ensuring compliance with legal requirements and statutory timescales.
· Gather, analyse and evaluate professional advice and evidence from education, health, social care and other partners to inform assessment and planning.
· Make evidence‑based recommendations on whether an EHC Plan is required, ensuring decisions are robust, lawful and child‑centred.
· Draft clear, high‑quality and legally compliant EHC Plans that accurately reflect assessed needs, specified provision and outcomes.

Annual Reviews & Plan Amendments
· Manage and quality‑assure Annual Reviews of EHC Plans, ensuring timely decisions to maintain, amend or cease plans.
· Coordinate amendments to EHC Plans, ensuring statutory deadlines and procedural requirements are met.
· Assist in the monitoring of expenditure for the service area, advising on funding requirements, processes, and compliance obligations.

Multi‑Agency & Family Engagement
· Work with parents/carers, children and young people, education settings and multi‑agency professionals to support effective and timely assessment and review processes.
· Attend and contribute to meetings, reviews and multi‑agency panels as required.

Legal Compliance, Standards & Case Management
· Ensure all work complies with the Children & Families Act 2014, SEND Code of Practice, Equality Act 2010 and relevant case law.
· Maintain accurate and confidential case records, reports and monitoring data, ensuring information is up to date and audit‑ready.

Mediation, Tribunals & Dispute Resolution
· Support Resolution and Tribunal Officers by preparing documentation for mediation and SEND Tribunal cases when required.

Quality Assurance, Service Improvement & Professional Development
· Contribute to service improvement by identifying themes, risks and good practice, and supporting audits, inspections and internal quality assurance activity.
· Keep up to date with changes in SEND legislation, statutory guidance and local policies, applying learning to practice.

Safeguarding, Equality & Corporate Responsibilities
· Ensure safeguarding, equality, diversity and inclusion responsibilities are upheld in all aspects of the role.
· Comply with Council policies and procedures, including Data Protection and confidentiality requirements.
· Provide operational support across the service, covering duties of other Officers where required, and undertake any other duties consistent with the grading of the role.


	Person Specification


	Professional and Technical Requirements


Qualifications
· Degree level or equivalent, or substantial relevant experience demonstrating an equivalent level of knowledge and competence. (?)

Knowledge, Skills and Experience
· Awareness of the Children & Families Act 2014, the SEND Code of Practice, and SEN Regulations.
· Knowledge of best practice in settings supporting children and young people with SEND.
· Experience working in educational, health or social care environments.
· Demonstrable experience analysing information accurately to support decision‑making and casework activity.
· Experience handling casework, including engagement with families and multi‑agency professionals.
· Awareness of Post‑16 SEND pathways, preparation for adulthood and vocational/post‑16 alternatives.
· Experience in presenting information, delivering practice‑related input or modelling effective approaches.
· IT literacy, including the ability to use digital systems to manage records, data and reports.
· Ability to work in a highly organised manner, meeting statutory deadlines and managing workload pressures.
· Clear understanding of safeguarding requirements within SEND and children’s services.
· Ability to deal with sensitive and confidential issues, applying analytical thinking and sound judgement.
· Commitment to equality, diversity and inclusive practice.

	Core Competency Requirements


Communication: Tailors communication to audience and context. Uses listening and questioning techniques to clarify complex issues and support team understanding. 
Collaboration: Coordinates with colleagues and partners to deliver shared goals and improve service outcomes. 
Service Delivery: Identifies and resolves service issues, improves processes, and ensures policy alignment.  Promotes efficiency and avoids waste through practical improvements. 
Decision-Making: Uses evidence and judgement to resolve issues and improve delivery. 
Digital & Data Literacy: Interprets data to improve services. Applies knowledge of digital risks and ethical data use. Uses basic analytical techniques to support decision making 
Adaptability: Adjusts approach responsively to evolving needs and priorities. Identifies opportunities for continuous improvement and supports others through change. 
Problem-Solving: Analyses problems and applies knowledge to develop practical solutions and suggest improvements. 
Community & Customer Focus: Engages with service users and customers to improve delivery, ensure accessibility, and reflect diverse needs. 
Leadership: Supervises day-to-day activity and supports team development. Coordinates tasks and resources to meet the needs of the service.

	Strengths


Adaptable , You can adapt to variations in work or environment. Your effectiveness is not affected by change. You are flexible and versatile. You act as an advocate for change 
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 



Professional qualification in Education, Health, or Social Care.
Experience working in local authority SEND services or schools.
Knowledge of statutory assessment and review processes
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