LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Travel Assistance Assessment Officer
	Grade: SO1


	Reports to 

(Designation):
	Travel Assistance Manager
	Grade: PO6

	Directorate:
	CYP
	Section: Children with Complex

               Needs Service


___________________________________________________________________
Main Purpose of the job: 

· To screen travel assistance applications against core criteria, and where necessary, to assess the travel needs of children and young people with Special Educational Needs.
· Coordinate the provision of travel assistance for individuals where assistance is agreed.

· Establish good working relationships with schools / colleges, and to work with these establishments to promote independence, and identify those students that require additional support with home to school travel.

· Monitor attendance and punctuality of students receiving travel assistance.

· To keep up to date records, and to complete student profiles for use by transport providers.

Summary of Responsibilities and Personal Duties:

1. Screen new applications against core eligibility criteria.
2. To assess pupils and assist the authority in determining if assistance should be given to individual children in line with relevant legislation
3. To complete risk assessments for pupils significant special educational needs on travel programs
4. To ensure effective communication with families and schools/colleges
5. To ensure that reports are written on pupils receiving assistance and to keep records of these

6. Demonstrate budget awareness so that public funds are used appropriately.
7. The post holder may be required to work early mornings or late evenings in order to meet service requirements
8. To have knowledge of travel assistance and keep abreast of changing legislation and policy relating to SEN, safeguarding, disability and transport.

9. To support the co-ordination of home to school travel  arrangements for pupils with special educational needs

10. To ensure effective liaison with key staff in the CYP section and internal / external providers so that pupils begin and end programs in line with agreed dates and access a quality service

11. To problem solve and resolve difficulties with home to school travel arrangements for pupils with complex special educational needs
12. To support the travel assistance manager in monitoring travel assistance both in terms of cost effectiveness and meeting children’s individual needs
13. To support the Contract Monitoring Officer with investigations in to service failures/concerns
14. To attend provider performance meetings
15. Work with providers to find solutions when there are issues around a student’s behavior when travelling

16. To support staff who accompany children with significant special educational needs on travel programs
17. To organise and or deliver further specialist training to staff within the council or with contractors who provide any support to children with home to school travel 
18. To monitor and review all programs of assistance ensuring that programs are appropriate, delivered in line with the travel policy and objectives of the council and offer value for money
19. Promote and safeguard the welfare of children, young and vulnerable people 
20. To determine the most effective way to meet the travel needs of children and young people with special educational needs and disabilities.

21. Ensure that all H&S risk planning/ management is undertaken when considering the appropriate travel assistance option for each child.

22. To ensure that confidential and business-sensitive information is managed securely and in accordance with data protection requirements.

23. To work with a high level of autonomy and self-management, yet demonstrate an awareness of the service within the overall organisation.

24. To attend meetings in relation to the service, representing the Council – internally and externally.

25. To attend training to improve performance and promote professional development as required by Service Manager. 

26. To undertake any other duties that are in line with the purpose & grade of the post as may be required from time to time.
27. To effectively contribute to personal supervision, appraisal in line with Corporate Guidelines

PERSON SPECIFICATION
JOB TITLE:
Travel Assistance Assessment Officer

POST NO:
DEPARTMENT:

CYP






GRADE:  SO2
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.
Please ensure that Equality and Diversity issues are addressed specifically in relation to the role for which you are applying when addressing the requirements of this person specification where appropriate.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equality & Diversity

Awareness of and a commitment to Equality of Access and Opportunity in a diverse community

S1
Understanding of how equality and diversity relates to this post                                                                S2
Knowledge

Knowledge of the current legislation in relation to home to school travel assistance for children and young people with SEND 
                           
                     S3          

Understanding of the issues faced by disabled children and young people and their families. 
S4
Understanding of school transport services and the legislation that governs it S5
Aptitude

Proven ability to think creatively to develop solutions for integrated service delivery
Ability to work effectively and efficiently under pressure within an environment of changing
and conflicting priorities

Proven ability to work on own initiative, managing and prioritising workload

 

Ability to influence the delivery of a travel assistance service for children and young people. 


Skills
(Skills can only be used as shortlisting criteria if the skill is to be tested)

                          
(To Be Tested – S)
Excellent communication skills both oral and written 

Excellent interpersonal skills
Ability to conduct and manage risk assessments.

Ability to review, monitor and evaluate programs of support
Good level of ICT skills
Creative thinking
Problem Solving
Experience

Experience of working and dealing sympathetically and constructively with pupils with SEN.
S6
Significant experience of a transport assistance service, with a focus on the needs of children and young people with Special education needs and their families
S7
Substantial experience of establishing effective and sustainable networks of a range of

people both internally as well as externally.




S8
Experience of working in a highly pressurised environment and able to meet tight deadlines.
S9
Experience of effectively disseminating information at all levels within the organisation and externally to command the respect and trust of partners

General Education

Excellent levels of literacy and numeracy
Personal Qualities

Flexible attitude to meet the needs of the service 
Excellent communicator
Circumstances
Must be able to work outside office hours as and when required S10
DBS Disclosure Required?      No                       Basic              
[image: image1]Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)
Physical

Generally candidates must meet the standard Lewisham requirements for the post  
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