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ROLES AND RESPONSIBILITIES
The Role of Camden Special Educational Needs & Disability Information, Advice and Support Service (SENDIASS).
It is important that the roles, responsibilities and expectations for Camden SENDIASS staff, parents/carers, children and young people are clearly defined and known to all.  SENDIASS is funded by Camden Council and is required to work in a confidential and impartial way, particularly where information relating to families is concerned.  Information relating to a pupil or family will not be divulged to a third party, without the knowledge and agreement of the family concerned, unless there are child protection concerns.  SENDIASS has its own Confidentiality and Impartiality policies, which are readily available for inspection.
In accordance with national guidance SENDIASS works with schools, local authority officers and other agencies to help them develop positive relationships with parents/carers, children and young people.  SENDIASS also establishes and maintains links with voluntary organisations, locally and nationally.

Parents/carers, children and young people can expect SENDIASS to provide them with;
· accurate, neutral information on their rights, roles and responsibilities within the special educational needs (SEN) and disabilities processes, and the wide range of options that are available for their children’s education,
· practical support to parents of children with SEN or disabilities to help them in their discussions with schools, Children, Schools & Families (CSF), and other statutory agencies,
· trained, vetted and supervised SENDIASS Officers,
· training and information on a range of SEN topics,
· an avenue for giving feedback to CSF on key issues which arise,
· information on other sources of information/support.
SENDIASS Officers can expect the Service to provide them with;

· training to fully equip them to support parents/carers, children and young people appropriately,
· expenses for travel, telephone calls, stationery,
· insurance cover – personal liability, injury and negligent advice,
· regular support meetings and additional training to keep up to date with changing legislation or policy,
· telephone support when working with parents/carers, children and young people,
· supervision of the support given to parents/carers, children and young people,
· feedback and evaluation of the support once it has concluded.
The Service expects its staff to;
· attend internal and external training sessions relevant to the role,
· provide references and undergo Disclosure Barring Service checks,
· to provide parents/carers, children and young people with accurate, neutral information and support,
· to adhere to the philosophy and aims of the Service,
· take part in supervision and monitoring of their support to ensure that the support is free of bias and appropriate,
· attend support and additional training sessions,
· to keep confidential notes of actions for, and meetings with, parents/carers, children and young people,
· to respond to all queries within five working days.

THE ROLE OF THE SENDIASS OFFICER
The SENDIASS Officer will assist and support parents/carers, children and young people with matters relating to special educational needs and disabilities, including through the statutory assessment process, enabling parents/carers/young people to contribute as fully as possible and to participate as an equal partner.  In addition, support is available relating to SEN support, exclusions, disability discrimination and bullying.  The SENDIASS Officer is there to be; supportive, a listening ear and a facilitator, providing information, advice and support about the EHCP assessment process and/or, other related SEND issues.   It is important to maintain the independence, integrity and reputation of the SENDIASS.  We aim to support in such a way that conflict can be resolved to the benefit of the parent/carer, child or young person.  
1. Neutral information, unbiased advice and support to young people, and parents/carers of children, with special educational needs or disabilities.
2. Record keeping for claiming expenses.
3. Maintaining confidentiality.
4. Attending additional training, support and supervision sessions.

The support offered will enable parents/carers, children and young people to;

· participate as an equal partner,
· understand and contribute as fully as possible to the EHCP assessment process; including support with writing their contribution for the assessment, support with examining  the draft EHC plan and the provision offered within,
· have full information about the Council’s SEN provision, including awareness of the Local Offer,
· work in partnership with the school/college, 

· negotiate with officers in the Local Authority if necessary.

The SENDIASS Officer will support parents/carers, children and young people in a variety of ways such as;

· responding to all queries with five working days,

· providing information about the assessment process and local SEN provision, and be able to signpost to other sources of information,
· help to prepare for meetings, noting the questions they want to ask,
· supporting in meetings,
· taking notes during meetings,
· reviewing meetings, 

· talking through letters received about the assessment, 

· discussing possible courses of action,
· helping write their contribution to the assessment,
· visiting schools for meetings and when considering placement,
· talking through the draft EHC Plan,
· discussing a range of possibilities.

The SENDIASS Officer will not:
· take over the process,
· impose their views on parents/carers, children or young people,
· tell anyone what to do,
· offer support, as a SENDIASS Officer, to anyone who has not been allocated by the Service,
· make professional judgements about what is best for a child/young person,
· work with the professionals involved with the child/young person instead of the parents/carers, child or young person.

Service User Conduct

A zero tolerance policy towards violence and aggression is expected throughout public services. No member of staff should be subjected to violent, threatening or abusive behaviour and/or language. SENDIASS employees have the right to work and carry out their duties in an environment free from violence, threatening or abusive behaviour.
The Health and Safety Executive (HSE), defines violence at work as “any incident in which an employee is abused, threatened or assaulted in circumstances relating to their work”. 
Our staff come to work to support others, and it is important for all members of the public, and our staff, to be treated with courtesy and respect. 
Aggressive or violent behaviour towards our staff or any member of the public will not be tolerated under any circumstances.  Anyone giving verbal abuse to members of staff, either in person or over the telephone, will be sent a letter from the SENDIASS Manager advising that this behaviour will not be tolerated.  Any future violation of this policy will result in the removal from the SENDIASS service user list with signposting to alternative support organisations, (Contact/IPSEA etc).  There will be no appeal process.

We feel sure that you will understand that proper behaviour is absolutely necessary for our staff and that non-observance will not be accepted.
CHILD PROTECTION
We are invited by parents to support them with their child’s special educational needs and/or statutory assessment.  Our role is not to make judgements.  Quite often we will not see the child at all, especially if the child is of school age.  SENDIASS Officers should neither expect, nor be expected to be left alone with the children of any family they are supporting.

However, very occasionally we may observe something that may give cause for concern.  Or it may be in the discussions with the parents or young person that something comes up that gives the SENDIASS Officer cause for concern that the child/young person’s well-being is at risk.  If this is the case, the SENDIASS Officer has a duty to express that concern as soon as possible to the SENDIASS Manager so that appropriate steps can be taken.

If it is something that they do not believe can wait until the next day or if they think the child/young person is in immediate danger then they should call the police or contact Social Services directly, on 020 7974 4094.
Confidentiality can and must be broken if a child or young person is considered at risk of significant harm.

Remember, these occasions will be very rare, if they occur at all!

THE ROLE OF PARENTS AND CARERS & YOUNG PEOPLE WITH SEND
The Service makes every effort to support parents/carers/young person in:
· Understanding their child/young person’s SEN/disability and situation.
· Understanding their right to participate.

· Appreciate the importance of their own contribution to their child/young person’s assessment.

· Participating in reviews and meetings.

· Making the best use of their knowledge and expertise in relation to the child/young person.

Parental responsibility sums up the collection of duties, rights and authority that a parent has in respect of a child;

· Both married parents have parental responsibility for the child and a duty to play a full part in their child’s upbringing.  This continues after divorce or separation.

· If the parents are unmarried, only the mother has parental responsibility unless there is a court order or an agreement with the mother to grant parental responsibility to the father.

·  A non-parent (for example a grandparent) may have parental responsibility under the terms of a Residence Order.
If a child is “looked after” under a care order, the local authority shares parental responsibility with the parents as “Corporate Parents”.  Day to day responsibility may be with foster parents, residential care workers or guardians.  SENDIASS will try and provide parents and carers with neutral and unbiased information for them to make a decision about their child’s education.  It is the parents or carers’ responsibility to make that decision.

Once the child has reached the age of 16 they are legally deemed a young person and, if they have mental capacity, the decision-making responsibility will fall to them.  SENDIASS can work with the parent/carer and young person to help facilitate differences in opinion between both parties.
PARTNERSHIP WORKING WITH PARENT/CARERS & YOUNG PEOPLE
Parent/Carer/Young Person responsibilities

Due to capacity issues, SENDIASS have consolidated their role.  In line with this, we have created a parent/carer/young person’s responsibilities document, which should be read in conjunction with the Roles & Responsibilities policy.

· It is the parent/carer/young person’s responsibility to make contact with the Service, to book appointments and to keep the SENDIASS officer fully up to date in all aspects/developments of the case.  This includes providing any reports/documentation that may be relevant.

· One hour timeslots will be given for a pre-meeting in the office.  Please keep to this time frame as much as possible. 
· Please be mindful of the five day response time, when requesting SENDIASS support
· Please give at least two weeks’ notice of any school/college/LA meeting, with which you require face-to-face support.

· Ensure attendance at all meetings booked with SENDIASS.  Cancellation of any meeting should be made as soon as possible.

· If parent/carer/young person misses two booked meetings, without informing the office, the case will be closed until the parent/carer/young person contacts the Service again. 
· Inform the SENDIASS officer of various forms of support the family may also be receiving, (to prevent duplication of support).

· Inform the SENDIASS Officer of all professionals involved in the case. Consent, either verbal or written, needs to be given by the parent/carer/young person before information can be shared/contact made with other professionals.
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