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JOB DESCRIPTION

POST:


Independent Support Co-ordinator

PRIORITY AREA:

Independent Support

RESPONSIBLE TO:
Lead Officer

HOURS:


37 hours per week 

SALARY:


£25,000 per annum

CONTRACT PERIOD:
Fixed term contract until 31 March 2016

Essential information

The Children and Families Act 2014 introduces significant changes to the way disabled children and young people aged 0-25 with Special Educational Needs and Disability (SEND) receive support.  Key changes include:

· Giving parents and young people control over the decisions about the support they are given

· The introduction of Education, Health and Care (EHC) plans to replace Statements

· Personal budgets provided for parents and young people to carry out their EHC plans

· Local authorities required to provide a ‘local offer’ which includes education, health and care services

To facilitate these reforms an Independent Support programme has been commissioned by the Department of Education with the primary purpose of supporting the parent or young person during the EHC assessment and planning process, including those ‘converting’ from a statement of SEN to an EHC plan.

Independent Support will work alongside the Parent Support Service that Embrace Wigan and Leigh are already contracted by Wigan Council to provide to local parents and young people living in the Borough.  The Parent Support Service includes the elements of Key Working, Brokerage, Parent Support and Parent Participation.  The overall aim is to ensure children and young people with a disability, SEN, and their families achieve genuine choice and control over their lives.

Main responsibilities of the role

The postholder will be responsible for the overall co-ordination, management and delivery of an Independent Support Service that will offer impartial information, advice and support to families and young people who are being assessed for an EHC plan, or converting and transferring over from a statement of SEN to an EHC plan.  

The Independent Support Service will work collaboratively and in partnership with Education, Health and Care Services, the local Parent Partnership Service and other relevant agencies, organisations and professionals. 

The postholder will be responsible for recruiting and supervising Volunteer  Independent Supporters, as well as supervising a part-time Independent Support Fieldworker.

Due to the complementary nature of the Independent Support Service and the Parent Support Service, the postholder will also be responsible for supporting the Lead Officer in the overall management and supervision of all fieldworkers and volunteers delivering these services.

Main Duties

· To organise, co-ordinate, manage and help deliver an Independent Support Service to eligible parents and young people that is time limited, task orientated and based on individual needs. 

· To work according to the aims and ethos of Embrace Wigan and Leigh in delivering a person-centred, holistic, flexible and accessible Independent Support Service
· To assist in the development, promotion and publicity of information in a variety of accessible formats concerning EHC plans and the new Special Education Needs and Disability (SEND) Code of Practice for children, young people and parent/carers of children with SEND

· To recruit a small team of volunteer Independent Supporters and ensure they receive Independent Support training as well as any other training they may need to undertake this role

· To provide leadership, supervision and support to all volunteers and fieldwork staff delivering Independent Support

· To undertake Independent Support training provided by the National Children’s Bureau, as well as any other local training deemed appropriate for this role

· To ensure the key components of Independent Support are being delivered, namely:

· Supporting the transfer of SEN statements into EHC plans

· Helping the parent or young person understand the local offer

· Acting as the named contact person for the parent or young person throughout the assessment and planning process

· Liaising across a range of agencies with the parent or young person to help gather the information required for an EHC plan

· Providing information to parents and young people on personal budgets

· Supporting the parent or young person in contributing to an EHC plan that is then ready to be signed off by a designated professional that has been agreed as part of the local referral protocol process

· Signposting parents and young people to the Parent Support Service, Parent Partnership Service, or other local appropriate service, when the issue is outside the remit of the Independent Supporter.

· To encourage and promote good partnership working between young people with disabilities, parents , Education, Health and Care providers/professionals, and other relevant agencies, organisations and professionals in the statutory and third sector to ensure good referral, co-ordination and seamless service delivery across the borough.

· To ensure Independent Support data is regularly recorded, monitored and collated in accordance with contractual requirements and to be able to evidence positive outcomes for parents and young people receiving Independent Support  

· To produce a monthly progress report for the Lead Officer and Management Committee, to attend monitoring meetings in relation to Independent Support and to assist in the compilation of Status Reports required as part of the contract for the Independent Support Service.

· To prioritise tasks and work to deadlines

· To supervise social work students on placement with Embrace Wigan and Leigh

· To undertake home visits when necessary in accordance with the Lone Visit policy

· To work flexibly in accordance with the needs of this post

· To use Microsoft Office software, the Embrace database system (ECMS) and operate IT and associated equipment (eg photocopiers, cameras, projectors) as may be necessary

· To work effectively as part of an inclusive team and to carry out any other tasks as directed by the Lead Officer in accordance with the needs and priorities of Embrace Wigan and Leigh

PERSON SPECIFICATION

INDEPENDENT SUPPORT CO-ORDINATOR
	Education and Qualifications
	Essential/Desirable

	English & Maths GCSE Grade C or above (or equivalent qualification) 
	E

	Relevant professional qualification(s)
	E

	Full clean driving licence and use of own car insured for business use or have access to transport
	E

	Commitment to further training and development
	E

	Experience and Knowledge
	

	Knowledge and understanding of relevant legislation, SEND reforms and EHC Plans
	D

	Relevant experience of working with people with disabilities and their families and/or other disadvantaged groups
	E

	Experience/knowledge of working on the SEND reforms, eg personal budgets, local offer, EHC Plans
	D

	Experience of recruiting, managing and supervising staff and volunteers
	E

	Experience and understanding of promoting positive relationships 
	E

	Proven track record of effective and efficient service delivery in a relevant area of work
	E

	Relevant knowledge of the needs/circumstances of disabled people and their families  
	E

	Empathy and understanding of family dynamics and regard and respect for every individual situation.
	E

	Experience and knowledge of  safeguarding and working with vulnerable people
	E

	Experience of working in partnership with different professionals and organisations and developing trust, respect and co-operation     
	E

	Experience of recording, monitoring and evaluating service data
	E

	Experience and understanding of how to use the Microsoft Office software suite and other IT and office equipment.
	E

	Abilities, skills and personal qualities
	

	High level of communication skills both written and verbal  
	E

	Ability to motivate and negotiate
	E

	Ability to empower individuals and build up their confidence 
	E

	Ability to work with others both as a leader and as a member of a team
	E

	Proven ability to lead and motivate others to achieve positive outcomes   
	E

	Ability to think and work in creative, flexible and innovative ways
	E

	Effective listening, diplomacy and negotiating skills, with the ability to act upon what is heard
	E

	Ability to respect confidentiality.
	E

	Ability to efficiently manage a service within budget allocation    
	E

	Ability to work under pressure, meet deadlines and prioritise workload
	E

	Willingness and ability to be adaptable and flexible to achieve the overall aims and objectives identified for Embrace Wigan and Leigh
	E

	Ability to work within the ethos of Embrace Wigan and Leigh and to demonstrate a genuine commitment to promoting and achieving the core values of opportunity, choice and inclusion.
	E


Office Address:

Embrace 
Platt Bridge Community Zone
81 Ribble Road
Platt Bridge, Wigan
WN2 5EG

CLOSING DATE: Friday 19th September 2014 at 5:00pm
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APPLICATION FORM
Embrace Wigan and Leigh is striving to become and equal opportunities employer.
	1.  Post Applied for: 

As advertised in: 



	2.  PERSONAL INFORMATION
Surname:      
Forename(s):      
Address:      


Postcode:      
Telephone:      



	3.  CURRENT or MOST RECENT EMPLOYMENT
Employer:      

Current salary:      
Job Title:      

Date of Appointment:      


Notice Required:      
Please describe the main duties and responsibilities of this post (please use separate sheet if needed):

     





	4.  EMPLOYMENT HISTORY
Please give details of all employment in chronological order (also include any activities where skills & experience were gained, e.g. voluntary work).
EMPLOYER

DATES (in full)
POST

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     



	5.  EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS
Please list all academic, vocational, professional and technical qualifications in chronological order of award:

INSTITUTION
FROM

TO

QUALIFICATION
(give awarding body if not obvious)
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     




	6.  REFERENCES
Please state the names and addresses of two people from whom references may be obtained. One must be from your current or most recent employer. In the absence of previous employment experience, a reference from your last place of full-time education will be a suitable alternative.

REFERENCE 1

Name:      

Address:      
Post Code:      


Telephone Number:      
Relationship to applicant:      
How long acquainted:      

Can this reference be contacted immediately? YES/NO
REFERENCE 2


Name:      

Address:      
Post Code:      


Telephone Number:      
Relationship to applicant:      
How long acquainted:      

Can this reference be contacted immediately? YES/NO




	7.  GENERAL
Do you hold a current, clean driving licence?

Would you have the use of a car for the purposes of this post?

Are you related to a member of the Management Committee, or employees?

Canvassing of members of the Management Committee will disqualify candidates.

Have you been convicted of any criminal offence?

If yes please give details, dates and sentence imposed (including motoring offences)

YES/NO

YES/NO

YES/NO

YES/NO




	8.  STATEMENT IN SUPPORT OF APPLICATION

Additional sheets may be attached, by hand written or typed A4 sheets. Please also include details of any interests, activities or voluntary work which you consider appropriate.

     








































	9.  DECLARATION

To the best of my knowledge and belief all the particulars I have given are true and complete. I understand that any false statement may disqualify me from employment or render me liable for summary dismissal.

Signature__________________________________


        Date__________________________________




CLOSING DATE: Friday 19th September 2014 at 5:00pm
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