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	Role Title
	Tribunal/ Mediation Officer 

	Service 
	Families, SEND service

	Pay Scale
	indicative PO3

	Purpose  

	To represent the Local Authority (LA) at the SEND Tribunal, explaining and justifying the appropriateness of the proposed provision, the LA rationale for the interventions and package of support for an individual child/young person. This includes representation for all sections of the Education Health Care Plan (EHCP) and relates to the pilot “Single Route of Redress”. 
To provide expert knowledge on the: SEND Code of Practice 2015, Children and Families Act 2014, Case Law Rulings and Regulations to support the LA to make informed decisions on how to proceed or defend its position within the Tribunal arena. 

To attend Multiagency SEND Panel to provide expert knowledge of the legislative framework, so that the SEND panel is more informed in the decision-making process, which reduces the risk of mediation, tribunal and to protect the LA’s reputation, should mediation and/or tribunal occur. 
To work in partnership with Health and Social Care teams for cases relating to Single Route of Redress. 



	Generic Accountabilities
	End Results/Outcomes

	Plan and organise work to ensure the delivery of those aspects of the service for which responsible. 
	Work is completed on time and to the quality and standards required. 

Changes to priorities are accommodated.

Service is delivered to organisational requirements and reflects customer and stakeholder requirements, within organisational constraints.

Professional and legal compliance is assured.

	Undertake / support consultation procedures. Identify issues, resolving as appropriate and escalating complex problems if necessary.
	Activities are undertaken according to relevant guidelines / regulations / procedures.

Customer / stakeholder views are available to inform recommendations.
Data and measurements are accurately recorded.

	Collate process and analyse complex information. Ensure all required records and information are maintained correctly.  
	Information / applications are processed according to procedure.

Information is managed efficiently and accurately.

Data is recorded and stored in compliance with national standards and can be shared, as appropriate, with other agencies. 

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

Data management is maintained relating to the Tribunal and Mediations cases and written papers as required for service managers, councillors or other such bodies are produced.


	Prepare and present results / responses / reports / recommendations. 
	Accurate, complete and relevant information / reports are provided for internal and/or external use.

Issues are clearly summarised, progress and implications are reported.

The council’s position is clearly stated.

	Provide specialist, expert advice, guidance and support to colleagues, service users and partner agencies.  


	Expert opinion, advice, support and interpretation are provided on the legislative process and framework, including decisions on whether council opposes the Tribunal appeals.

Escalated or complex issues are managed effectively.

Queries / complaints and complex issues are effectively managed through to a satisfactory conclusion or escalated as necessary. Appropriate action is taken to reach resolution, representing the views of the service. 

Policies, procedures and controls ensure that the area of responsibility is compliant with all relevant legislation, codes, regulations, guidelines, standards and best practice.

Clear record of actions, circumstances and decisions are provided.

Information, advice and support are accurate, timely and constructive.

Problems are identified.

Issues are managed through to a satisfactory conclusion or escalated if appropriate.

Risk to the Council / customers is minimised.



	Contribute to identifying and delivering information / activities to support service delivery / promote the service area.  
	Requirements are effectively identified.

All materials / activities are delivered to the required standards and timescales.
Information / activities achieve desired results.



	Implement a risk management programme and advise on issues affecting Council service areas.
	Ensure all stakeholders are aware of and comply with relevant regulations and procedures.
Business threatening situations are recognised, planned for and managed or escalated as appropriate.

Potential risk is identified and mitigation is planned.

Systems and governance are in place to and respond promptly to critical events.
Continuous effective service is provided.


	Work closely with others to clarify changing requirements. Identify, recommend and support the development and delivery of improvements. Contribute to the development and implementation of policies, procedures and systems.
	Improvement opportunities and plans to achieve them are identified and recommended.

Agreed improvements are developed, delivered and evaluated.

Changes are effectively communicated to others.

	Job Specific  Accountabilities
	End Results/Outcomes

	Provide legal support for effective delivery of the SEND Service which ensures long term organisational needs are identified and met within a complex / diverse environment. Anticipate changing customer needs and their impact on the area of responsibility. 
	The service is delivered to the quality, Council, professional and legislative standards required.

Integrated service development and delivery is informed by client, partner and stakeholder views, latest thinking, good practice and legislative requirements.

Corporate strategies are effectively implemented within area of responsibility.

Legislative framework is in place to meet service needs and ensures council maintains positive reputation. 

Changes to priorities are accommodated. 

Service delivers excellent customer service.


Value for money is achieved.



	Identify and secure legislative processes to meet service requirements 


	Systems are utilised effectively and efficiently 

Value for money is maximised and financial integrity maintained, resources are clearly identified that are impacting on service delivery and value for money. 

Service users’ outcomes are clearly understood and specified.  
Opportunities to improve delivery / capacity of provision are identified and actioned.  Operational issues are resolved or escalated as appropriate.

	Manage, lead and support the service around legislative framework ensuring that the SEND Officers are skilled in the legal framework and can apply this in the implementation in the EHC needs assessment and EHCP. 


	The team are supported to obtain legal skills and knowledge and are able to implement this within their roles as SEND Case Officers in the delivery of the EHCP as well as in their interaction with parents and schools. 

Influence and able to negotiate effective solutions in relation to the LA’s decision regarding the EHC needs assessment and/or EHCP decisions. 

Attendance at Mediation, Tribunals and Team meetings are strictly adhered to and preparation is maintained for strict service delivery.

Regular training is provided across the partnership to upskill staff and to inform best practice. Under-performance is identified and brought to the attention of the management team. 

Support and guidance is provided to SEND Service staff in the resolution of complex casework, ensuring that the SEND Case Officers can represent the LA’s views to schools and to upskill the partnership on the operational and technical aspect of the legislative framework.

Staff are provided training that upskills them on lessons learnt from Tribunal hearings, as well as developing training across the partnership. 



	Manage mediation and tribunal processes ensuring excellent service
	Take the lead in mediation and negotiation with parents and schools and act as the representative to the Council at mediation meetings. 
Liaise with the Local Authority’s, legal team, witnesses and parents in Tribunal cases and to attend initial case management meetings, pre-hearing meetings, tribunal hearings as a witness to the LA as required.

Develop and implement processes to ensure the highest quality of service delivery and performance.
Be pro-active in case discussions with all relevant involved in mediation and tribunal. 
Ensure all documentations linked to SEND Tribunal appeals are responded to effectively in a timely manner.

Prepare case reports to a high standard in respect of Local Authority’s evidence for appeals.




	Nature of Contacts 

Typically involves SEND management, Educational Psychology Service, Designated Clinical Officer, Lead Clinicians, Social Care Professionals, School Staff and external agencies and organisations providing advice, guidance and support regarding Mediation and Tribunal cases and implementation of the legislative framework. 
Will involve direct contact with service users, i.e. children, young people and/or parents/carers of the pupil. 
Develop sensitivity, persuasiveness, negotiation and assertiveness skills to communicate with diverse audiences relating to complex cases. Deal with people at all levels confidently, sensitively and diplomatically.

	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.

Decisions will be made based on Council procedures.

Operate within the legislative framework informed by the SEND code of Practice 2015n Children and Families Act 2014, Equalities Act and other relevant statutes. 
Occasionally the post will be expected to work from other locations



	Key Facts and Figures

May need to attend evening and weekend meetings and events as required.

Enhanced DBS Clearance

Will be required to work all year round
Report to team leaders


	Skills, Knowledge & Experience

	In depth knowledge and understanding of current SEN legislation: Children and Families Act, Equalities Act, SEND Code of Practice, SEND Regulations, Case Law, statutory procedures and processes governing the provision of services for children with special educational needs.

Significant experience of mediation and tribunal management in Special Educational Needs services for children and young people.
Experience of implementing continual improvement in the quality assurance of service delivery in respect to SEND Tribunal and Complaint processes.

Extensive experience of working with SEND systems with exemplary knowledge of the 2015 SEND Code of Practice in respect to the tribunal life cycle.

Knowledge and understanding of the impact of SEND on children and young people’s educational outcomes. 

Experience of writing person-centred EHCPs to a high standard and consistently within the legislative framework.  

Experience of communicating with children, young people and their families concerning complex issues.

Experience of providing reflective supervision 

Experience of navigating and interrogating databases 

Experience of managing complex, challenging and sensitive meetings with relevant stakeholders  

Ability to make informed decisions and contribute towards cross-partnership decisions on complex matters 

Proven track record of complex case management in a multi-disciplinary environment

Ability to analyse and interpret detailed and complex information and to use such information to benefit work objectives.

Ability to quickly assimilate information and make informed decisions under short time constraints.

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

Proven negotiation and influencing skills that achieve desired outcomes.

Ability to work with minimum supervision, balancing using own initiative against need to seek management guidance.

Proven ability to work collaboratively as an effective wider team member to achieve service aspirations.

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

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

Ability to identify work priorities and manage team workload to meet deadlines, ensuring objectives and targets are achieved with minimal disruption.

Ability to advise colleagues and take responsibility for the overall quality of the work related to mediations and tribunals.

Ability to demonstrate sensitivity and objectivity in dealing with emotive and confidential issues

Ability to follow all relevant safeguarding procedures

Ability to work flexibly to meet the needs of the service

Willingness to travel for the role

	Indicative Qualifications

· Relevant Degree

· Level 6 qualification in a relevant field or equivalent experience



