	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Education Officer (Inclusion & Equalities)

	Service:


	Education 
	Grade:


	TZF

	Department/Section:


	Community Services

	Location:
	Variable 

	Line Manager (post):


	Education Manager (Inclusion & Equalities)

	Date JDPS was created / last reviewed / amended:
	
	Version of JDPS: 

 
	v.1

	Job Summary:   
To support the Education Manager Inclusion and Equalities to provide a high quality service to children and young people by leading effective early intervention to meet their needs. Delivery of strategic and operational leadership within the Inclusion and Equalities Team in line with statutory obligations and responsibilities and the rights and entitlements of all children and young people.

	Scope / Dimensions:  
Line management / staffing responsibility for:

Direct line management for: Education Support Officers /Principal Teachers/Lead Teachers as appropriate and agreed with Education Officer Inclusion and Equalities 
Strategic oversight of team of Pupil Support Teachers working across localities providing support to schools
Budgetary responsibility: 
Management and operational responsibility for budgets as appropriate on behalf of the Education Manager.relating to ASN and Inclusion.


	Job Description:  Main Outcomes required  


	1.
	Planning:  

a) Support the Education Manager Inclusion and Equalities to develop, plan and lead the implementation of inclusion and equalities across the Education Service. Develop the workforce to support the implementation of a culture of inclusion and equality across all educational establishments. 

The successful candidate will link with a range of schools and settings stakeholders, central team members and external partners and will, in particular focus on:

· Establish and facilitate a pupil support leadership network for Head teachers and Depute Head Teachers with a support remit.

· Promote inclusive practice including the 4 pillars of inclusion and lead on sharing good practice across A+B on inclusion

· Refresh understanding of the universal offer and promote the best practice in implementing the staged intervention framework in mainstream settings

· Develop the 5 roles of the Pupil Support teacher within our pupil support teacher cohort

· Establish and facilitate a sharing good practice forum for teaching and learning with complex needs learners.
Work with members of the Education central team to provide establishments with advice on:
· curriculum development within Curriculum for Excellence related to individuals/groups of children and their families with a particular focus on additional support needs and inclusion.
· effective transition procedures ensuring relevant information is shared appropriately.  Provide advice and support in the transition process for children with additional support needs.

· appropriate record keeping and regular liaison with relevant professionals.

Work in partnership:
· with other local authority staff across Community Services to support implementation of the Curriculum for Excellence and GIRFEC.

· Provide training for school staff in area of specialist expertise

· Update and contribute to the ASN section of the Education Training Calendar

· Effectively with multi-agency partners to ensure the needs of the child are at the centre of decision making.

· Contribute to multi-agency working groups and forums. 

The successful applicant will also carry out the general duties required of an Education Officer which include:

· Liaise with schools/clusters/ meetings
· School Review

· Inspection Support

· Community Planning Partnerships

· Complaints

· Appeals to Exclusions

· Home Education 

· Flexi Schooling 

· Retain an overview of strategic developments



	2.
	Service delivery:  
Ensure that high quality services and best value are delivered to service users by supporting the Education Manager of the Inclusion and Equalities Team to ensure that all agreed plans are implemented efficiently and effectively. In particular:

Formulate, implement and review policies and strategies for inclusion and equalities to ensure high quality education delivery is implemented across the Authority by assisting the Education Manager I&E in:

Aspects of service delivery included in the remit involve supporting schools to:

· Meet their requirements in terms of the ASL Act and other relevant legislation and to improve learning and teaching for children and young people with additional support needs, with a particular focus on improving transitions
· Embed GIRFEC practices and procedures and work closely with other services to develop inclusive practice which improves outcomes for children and young people

· Leading and advising on compliance with the Additional Support for Learning Act
· Supporting and developing effective safeguarding procedures and training in Child Protection for Education Service

· Leading development of inclusion and equalities to ensure quality/improvement strategies in schools make an impact for learners. 
· Monitoring and analysing research which enhance professional development of staff related to additional support needs. 
· Ensuring high quality of inclusion and equality is delivered by all staff at all times
Develop strong, positive working relationships with internal and external partners by:

· Ensuring effective consultation and engagement and collaboration with all other sections of Community Services and the Council, Scottish Government and Education Scotland 

· Liaising effectively with all relevant external agencies in order to promote the interests of the children and young people in Argyll and Bute.
· Working with school leaders to formulate, implement and review policies and strategies for inclusion and equalities to ensure that a high quality experience of education is enjoyed by all learners
· Organising and delivering high-quality Professional Learning Opportunities for School Leaders in conjunction with the other education officers and managers.
In addition, deputise for Education Manager Inclusion and Equalities when appropriate; attend Committees as required; and ensure that all regulations and procedures (including the Council’s Standing Orders and Financial Regulations) are adhered to.

	3.
	Budget management:
Assist the Education Manager I&E to manage and administer the budget by:

· Supporting the strategic planning of the budget 

· Reporting to Education Manager I&E on proposed spend and actual spend
Ensure that any expenditure is appropriate, within allocated budget limits at all times and that accurate financial records are maintained.
To report timeously to the Education Manager I&E on a regular basis.


	4.
	Staff Management: 
Act as line manager for direct reports within team, ensuring compliance with all HR policies and procedures, and ensuring that performance development is understood and practised effectively through the Council’s PRD & Performance and Career Conversations framework. 

Ensure resourcing levels are appropriate at all times, and that capability / skills levels are maintained and developed as appropriate to meet workforce and succession planning requirements, participating in recruitment programmes when required.  
Lead the development, implementation, monitoring and review of an agreed programme of work and team plan and deliver on agreed performance measures for the team. 

	5. 
	Quality Assurance:  
Support the Education Manager I&E to implement and maintain appropriate performance management reporting systems as a means of managing and monitoring the team’s performance, to ensure standards are maintained, improvements developed and issues addressed in a timely manner, and in particular:

a) Be knowledgeable about local and national priorities and help to ensure that these are being taken forward appropriately by schools and educational establishments

b) Audit and report on performance within local and national priorities as outlined within the Education and Integrated Children’s Service plans

c) Ensure appropriate performance indicators are used to support continuous improvement

d) Work with the Inclusion and Equalities Team to develop and implement effective auditing processes to ensure high quality learning and achievement within all education settings

e) Make effective use of data sources to contribute to the Service’s auditing processes

f) Provide feedback to settings on performance and improvement in relation to the Inclusion and Equalities agenda

g) Absence Management in regards all relevant staff


	6.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.

	7.
	Other duties & responsibilities:  
Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1

E.2

E.3

D.1
	Holder of a qualification in pre school, primary or secondary education.  

Education to degree standard or equivalent.
Registered with GTCS 

An additional relevant qualification in relation to Inclusion and Equalities

	Experience



	E.1

E.2

E.3

E.4

D.1

D.2

D.3


	Experience of a promoted post in primary or secondary or at local authority level.
Successful leadership and management in the formulation and delivery of educational policy.

Previous experience of successful leadership of development at authority level
High level of expertise and experience in planning and quality systems that improve outcomes for children and young people
Previous experience of deploying personal or specialist expertise in relevant programmes of generic, cross curricular and cross sectoral developments at school, authority and/or national level 

Successful leadership and management at a senior level within a local authority or comparable organisation focused on educational development and quality.

Engagement with a programme of accredited personal development at diploma or degree level. 

	Specific job-related knowledge 



	E.1

E.2

E.3

E.4

E.5
	Awareness of issues and current developments in schools and Scottish education.
Knowledge and appreciation of good practice in improvement at school and authority level.

Knowledge and understanding of the place of quality assurance in service improvement.
Knowledge and awareness of professional developments in the areas of the post’s responsibilities, 

Up-to-date knowledge of best practice within areas of responsibility


	Any additional job-related requirements   



	E.1

E.2
	PVG membership – required to gain this in relation to working with children.

Post holder is required to travel effectively and efficiently throughout Argyll& Bute and beyond to meet the needs of the service.
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