SEN Statutory Service
Information for Families – The role of a SEN Case Officer  
Who we are
We are SEN Casework Officers, working within the SEN Statutory Assessment Service in Brighton and Hove. 
We write and update Education, Health and Care Plans (EHCPs). 
We have age related teams:
•	Primary
•	Secondary
•	Post 16
Within each team cases are allocated by education setting
New EHC Needs assessments are allocated through an allocation system across all teams. 
The SEN Casework Officer you have during assessment might change once you have a named education placement and Final EHC Plan.
Who we work with
Families of children and young people aged 0-25, who:
•	Have had an EHC Needs Assessment agreed, or
•	already have an EHCP and
•	are Brighton and Hove  resident or a child in care to Brighton and Hove 
•	Remain in education, continue making educational progress and requiring an EHC Plan.
What we do
SEN Casework Officers hold caseloads of approximately 200 pupils each, which grows weekly with new requests and pupils who move into the area with an EHC Plan. We liaise with parents, carers and professionals via phone, email and in person. We move between the office base at Hove Town Hall, education settings, offsite visits and remote working. 
During an EHC Needs Assessment we:
· Manage the EHC Needs Assessment after all professional advice has been gathered
· Guide and support with writing appropriate outcomes for the EHC Plan
· Submit the collation document and any other EHC Plan specific requests to the LA’s SEN Panel for decision-making
· Draft an EHC plan for discussion in either a co-production meeting, or co-production through discussion or in writing
· Make amendments to the Draft EHC Plan, based on professional evidence 
· Contact and formally consult education settings to secure a placement (including parental preference wherever possible)
· Finalise the EHC Plan and ensure all relevant parties have this document
For existing EHC Plans we:
· Process Annual Reviews for Brighton and Hove children and young people, and attend the meetings where it is a priority 
· Amend EHC Plans following review, if required and appropriate. An SEN Casework Officer can only consider EHC Plan changes that are clearly supported by professional reports submitted through the person-centred annual review process based on the recommendations of the review
· Submit requests for changes of provision, or funding via the relevant panel
· Support with any other queries specifically related to EHC Plans for children and young people on our caseload, where neither their setting, nor the Local Offer website, have the answer.
What Others do – Signposting 
Whilst we always want to help where we can, there are some concerns or queries which are not in the remit of a SEN Case Officer or the SEN Statutory Service. Below is advice on some common queries:
Day to day issues with the education setting  –  A SENCo is responsible for the day-to-day operation of the school's SEN policy. All mainstream schools must appoint a teacher to be their SENCo. The SENCo will co-ordinate additional support for pupils with SEND and liaise with their parents, teachers and other professionals who are involved with them.
Choosing a placement or course/s – parents/carers/young people tell SEN Case Officers their preferred placement. We will then always consider your preference and try to secure this if we can. We do not advise you on which setting to choose, nor agree to that setting or funding. The LA makes the final decision via a panel.  The Local Offer website has information on all local settings and visits are arranged directly with settings.
Travel assistance – this is handled by a completely separate department. You can apply here: Apply for help with home to school transport (brighton-hove.gov.uk) 
Exam arrangements – school applies for these via the relevant exam boards. We cannot advise on or enforce this via an EHC Plan, but you can talk to your SENCO for further information.
Attendance – where a child/young person is not attending, this is for the setting to manage, along with the Access to Education Team and relevant professionals, to support reintegration: When children can and can't miss school (brighton-hove.gov.uk) 
Referrals – these will be done by schools, GPs, social workers, or parents/carers. This includes referrals for therapies, financial services, health services and housing. 
Bullying – this is an internal matter for schools to manage. You can escalate via the setting’s complaints policy if you are unhappy with how an issue of bullying is being dealt with in the setting: Bullying in schools information for parents and carers (brighton-hove.gov.uk) 
Complaints about schools – most matters must be addressed directly with the education setting or the relevant service. Schools all have a Complaints Policy to follow, should you need it, and the LA also has a Complaints process: Children's services complaints (brighton-hove.gov.uk)
There are also support services such as Amaze SENDIASS: For families with disabled children and young people in Sussex: For families with disabled children and young people in Sussex - Amaze (amazesussex.org.uk)
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