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Every Parent & Child 
An Equal Opportunities Employer 

Community House 
311 Fore Street 
London N9 0PZ 

Return completed form to the address above. Phone no. for enquiries only: 020 8373 6323 

The information given in this form will be treated in confidence. Any offer of employment 
will be subject to satisfactory medical clearance and enhanced Disclosure Barring Service 
checks and, where appropriate, documentary evidence showing your entitlement to work 
in the UK. 

So we compare candidates fairly, this form is the only document we consider when 
screening applications. Therefore, please do not send a CV, written references, examples 
of work or other supporting information unless it is specifically requested.  

CLOSING DATE: 22nd June 2021 INTERVIEW DATE: 25th June 2021 

Post applied for: SENDIASS Caseworker 

PERSONAL DETAILS 
Title:       Surname:       Forename:       

Address: 
      

Home Phone:       Mobile:       

Email:       

Are you a vehicle owner? YES  NO  

Do you hold a full UK driving licence? YES  NO  

Do you have any restrictions on your right to work in the UK? YES  NO  

If YES, please give details. 
      

Are you registered with the Disclosure Barring Service?  YES  NO  

REFERENCES 
Please complete both boxes below, giving the names and addresses of two people, who 
should not be related to you, from whom references may be obtained. One should be your 
present, or most recent, employer (or teacher/tutor in the case of a college/school leaver), 
and the other, preferably, a previous employer. 
NB - References may be taken up prior to an interview unless you wish otherwise (see 
below). Please indicate if you are known to your referees by another name. 

Name:       Name:       

Organisation:       Organisation:       

Address: Address: 

            

Phone:       Phone:       

Email:       Email:       
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Occupation:       Occupation:       

Capacity in which known to you: Capacity in which known to you 

            

May references be taken up 
prior to interview? 

YES  May the references be taken 
up prior to interview? 

YES  

NO  NO  

 

EMPLOYMENT HISTORY 

Name and Address of Present or Most Recent Employer Date Started 

            

Date of Leaving 
(if applicable) 

      

Position held:       

Present salary:       

Amount of notice required:       

Write a brief description of your present duties/responsibilities, stating to whom you report 
(i.e. their position), and, if appropriate, who reports to you. (You may attach a simple 
diagram of your position in the organisation to illustrate this.) 
      
 

PREVIOUS EMPLOYMENT / VOLUNTARY WORK 
Please show most recent first, accounting for any breaks in employment. Continue on a 
separate sheet if necessary. 

Name & Address of Employer Job Title & Salary Reason for Leaving 
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EDUCATION AND QUALIFICATIONS 
Schools/Colleges attended from age 11. Please indicate whether full-time (FT), part-time 
(PT) or correspondence (C), most recent first. Should you be invited for interview, 
evidence of qualifications and training will be required. 

Name and Address of 
School/College 

Qualification studied for Qualification gained/grade 

                  

                  

                  

                  

                  

                  

                  

TRAINING ATTENDED AND SUCCESSFULLY COMPLETED 
Please give details (e.g. short courses, relevant specialist training). Continue on a separate 
sheet if necessary. 

Course Title Date attended (most recent first) 

            

            

            

COURSES IN PROGRESS 
Please give details of courses currently being undertaken. 

Course Title Date started 
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MEMBERSHIP OF PROFESSIONAL BODIES [OR TECHNICAL ASSOCIATIONS] 
(if applicable) 
Name Entry Date Status 

                  

                  

                  

IT Skills 
Please state your level of competence; training can be provided where appropriate. 
Microsoft Office: 
 Basic Competent High  Basic Competent High 
Word    PowerPoint    
Excel    Publisher    
Outlook        
Charitylog Database:  

    No experience:   
 

 

REASONS FOR APPLYING FOR THIS POST 
Please note that CVs will not be accepted. Please demonstrate your suitability for this 
post by relating your skills, qualifications, training, and experience (both through your 
employment and otherwise) to the job description and person specification. 
NB: Please use a separate sheet if necessary and attach them securely 

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Are you, to your knowledge, related to any member of the Management 
Committee or to any member of staff of EPC? Failure to disclose this will 
disqualify you for the appointment, or, if appointed, render you liable to 
dismissal without notice. 

YES  

NO  
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If YES, please give details. 

      

Please tell us where you heard about this position:       

DECLARATION 
I understand that canvassing of Members of the Management Committee, directly or 
indirectly, for any appointment, shall disqualify my application. 

I understand that any post within EPC is subject to an enhanced Disclosure Barring Service 
check. 

I understand that EPC may keep my application on file for up to 6 months. 

I declare that the information I have given on this form is complete and accurate and that 
I am not banned from or disqualified from working with children nor subject to any 
sanctions or conditions on my employment imposed by the Independent Safeguarding 
Authority, the Secretary of State or a regulatory body. I understand that to knowingly give 
false information, or to omit any relevant information, could result in the withdrawal of 
any offer of appointment, or my dismissal at any time in the future, and possible criminal 
prosecution. 

Signature of Applicant:       Date:       

All candidates applying for employment via email must sign the form electronically and will 
be required to sign and date this form if invited to attend an interview.  
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EVERY PARENT & 
CHILD 

Job Description 

 

Title: SENDIASS Caseworker 

Service: 
Special Educational Needs and Disability 

Information, Advice and Support Service 

Salary: £24, 050.02 pro-rata 

Hours: 

24 hours per week (negotiable) 

Fixed term until 31 August 2021 with possibility to 

extend (subject to funding and change to terms of 

employment). 

Responsible to: SENDAIS Strategic Lead/Manager 

Closing Date: Tuesday 22nd June 2021 

Interviews: Friday 25th June at EPC 

 

PURPOSE OF THE ROLE 

The purpose of the Service is to provide parents/carers [and young people] with 
impartial, independent advice and support on all matters relating to special 
educational needs, disability and school exclusion. 

 

The work is in accordance with the SEND legislation from Children & Families 
Act 2014 and current legislation and duties e.g. 1996 Education Act; the SEN 
Code of Practice and the Equalities Act 2010. 

 

MAIN TASKS: 

1. Provide impartial information, advice and support to parents of children 
and young people, and young people themselves, who have Special 
Educational Needs and/or a disability so they can make appropriate, 
informed decisions about their education. 

2. Use a person centred approach to enable parents and children to play an 
active part in the decision making process. Listen to and assist them to 
express their views and opinions (both verbally and in writing) so that 
their voices are heard. 

3. Help parents and young people plan for meetings, accompany them if 
necessary and liaise with other agencies to assist in the process of 
achieving desired educational outcomes for the child. 

4. Facilitate effective communication, with an outcomes based approach, 
between parents, pupils, the school and the London Borough of 
Enfield’s relevant agencies and provide informal mediation as 
required. 

5. Provide information to parents/carers and other agencies about parents’ 
rights and responsibilities in relation to Government legislation and Local 
Authority policies. 
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6. Give parents of children with SEN and/or disability, information, advice and 
support on fixed term and permanent exclusions up to the point of an 
Independent Appeal Hearings. Thereafter refer parents to organisations who 
can represent them at the Independent Appeal Hearing and supply 
supporting evidence from case records. 

7. Prioritise and process case work in a consistent manner and quality, 
allowing for continual intake of new cases in line with service requirements 
and line management. 

8. Provide impartial advice and support and signpost, where relevant, on 
matters relating to Health and Social Care, personal budgets, local offer in 
relation to the new Children and Families Act 2014 as well as in relation to 
pre-2014 legislation. 

9. Keep accurate and up to date records for case work and information 
for monitoring and evaluation purposes 

10. Support the development and delivery of training programmes to 
support volunteers, schools and other professionals. 

11. Support the development and delivery of workshops and talks to parents 
and young people on SEN issues and to publicise the Education Support 
Service and other EPC services. 

12. Network and collaborate to share good practice in relation to SEN 
with colleagues, professionals and other stakeholders. 

13. Develop and publicise the Service to Enfield’s diverse communities. 

14. Represent and promote the Service in such a way as to build trust 
and confidence with all stakeholders, including use of websites, 
newsletters, internet, power point presentations etc. 

15. Maintain complete confidentiality, except in the case of suspected 
Child Protection, in line with EPC’s policies and procedures 

16. Promote cooperative, professional and effective team working practices and 
relationships, giving peer support and training, sharing cases and other 
duties on an equal footing and covering for others in absences 

17. Attend and fully contribute to meetings, work related training and 
conferences 

18. Work to a mutually flexible timetable as and when necessary to meet 
clients’ needs and those of EPC’s training and staff meetings etc. 

19. Abide by and contribute to all EPC’s policies and procedures 

20. Carry out any additional duties in line with this post and the work of EPC. The 

duties of the post may vary from time to time without changing the general 

character of the duties or the level of responsibilities entailed. 
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EVERY PARENT & CHILD 

Person Specification 

Post Title:  SENDIASS Caseworker 

Requirements of the Post: Essential Desirable 

Degree level or proven relevant working experience   

Working knowledge of SEN and Disability and Equality 
legislation  

 
 

Ability to work on SEND legislation from Children & Families 
Act 2014 and current legislation and duties e.g. 1996 
Education Act; the SEN Code of Practice and the Equalities 
Act 2010. 

 



Acquired IPSEA Level 2  

Acquired IPSEA Level 3  

Background/Experience:   

A teaching and/or SEN/disability background   

Proven experience of working with parents and/or young 
people 

 
 

Working in partnership with statutory and voluntary sectors   

Effectively delivering training   

Public speaking and presentations   

Supporting volunteers   

Skills, Knowledge and Abilities:   

Excellent communication skills – written and oral   

Ability to assimilate complex information quickly, with a 
willingness to undertake training 

 
 

Ability to provide impartial SEND related information and 
advice and maintain client confidentiality  


 

Ability to précis and record information accurately   

Facilitation and mediation skills   

Competence in Microsoft Word, Excel, databases and 
PowerPoint 

 
 

Competence in using CharityLog CRM database   

Strong commitment to supporting families facing difficult 
circumstances 

 
 

Non-judgemental & impartial, enabling clients from a wide 
range of backgrounds to make informed choices 


 

Effective paraphrasing & reflective listening skills   

Working Style:   

Approachable, professional and empathetic to the needs of 
parents/carers 

 
 

Enthusiastic and motivated   

Firm, fair and committed   

Sympathetic and supportive to colleagues and clients   

Work effectively within a team but also able to work 
independently 

 
 

Commitment to Child Protection and Safeguarding   

Other Requirements:   

Use of car   
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Willingness to work flexible hours   

Clear Enhanced DBS Check   

 



Every Parent & Child 
An Equal Opportunities Employer 

Community House 
311 Fore Street 
London N9 0PZ 

Equality and diversity monitoring form 
Every Parent & Child wants to meet the aims and commitments set out in its equality 
policy.  This includes not discriminating under the Equality Act 2010, and building an 
accurate picture of the make-up of the workforce in encouraging equality and 
diversity. 
The organisation needs your help and co-operation to enable it to do this, but filling 
in this form is voluntary. 
The information you provide will stay confidential, and be stored securely and limited 
to only some staff in the organisation’s Human Resources section. 
Please return the completed form in the envelope marked ‘Strictly Confidential’ to  
………………………………………………………………………………………………………………………… 

Name: 
(optional) 

Please click a box relevant to you: 

Gender Male ☐ Female ☐ Transgender ☐ Other   ☐ 
Prefer not 
to say 
☐

Are you married or in a civil 
partnership?  Yes ☐

No 
☐

Prefer not 
to say 
☐

Age 16 – 24   ☐ 
35 – 39   ☐ 
50 – 54   ☐ 

25 – 29 
☐

40 – 44 
☐

55 – 59 
☐

30 – 34 
☐

45 – 49 
☐

60 – 64 
☐

65+ 
☐

Prefer not to say ☐ 

What is your ethnicity? 
Ethnic origin is not about nationality, place of birth or citizenship.  It is about the 
group to which you perceive you belong.  Please tick the appropriate box 
White 

English ☐ 
British  ☐

Northern Irish  ☐
Welsh  ☐

Scottish ☐

Gypsy or Irish Traveller ☐ 
European ☐

Turkish ☐

Prefer not to say       ☐ 
Any other white 
background, please write 
in: 
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Mixed/ multiple ethnic groups 

White and Black 
Caribbean      ☐

White and Black 
African      ☐

White and Asian ☐ 
Prefer not to say ☐

Any other mixed 
background, please write 
in: 

Asian/ Asian Brit ish 

Indian      ☐

Bangladeshi ☐

Pakistani ☐

Chinese ☐

Prefer not to say ☐ 
Any other Asian 
background, please write 
in: 

Black /  African /  Caribbean /  Black Brit ish 

African ☐ Caribbean ☐
Prefer not to say  ☐ 
Any other 
Black/African/Caribbean 
background, please write 
in: 

Other ethnic group 

Arab ☐ Prefer not to say ☐
Any other ethnic group, 
please write in: 

Do you consider yourself to have an impairment or health condition? 

Yes ☐ No ☐ Prefer not to say ☐

If Yes, do you require additional support from us to ensure your participation in the 
office? 

The information in this form is for monitoring purposes only. If you believe you need 
a ‘reasonable adjustment’, then please discuss this with your manager, or the 
manager running the recruitment process if you are a job applicant. 

What is your sexual orientation? 

Heterosexual ☐ 
Gay woman/lesbian ☐ 

Gay man ☐

Bisexual ☐

Prefer not to say ☐ 
If other, please write in 
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What is your religion or belief? 

No religion or belief ☐ 
Buddhist  ☐ 

Christian ☐ 
Hindu     ☐ 

Jewish  ☐ 
Muslim  ☐ 
Sikh ☐

Prefer not to say ☐ 
If other religion or 
belief, 
please write in: 

What is your current working situation? 

Full-time ☐ Part-time ☐ Self-employed ☐ Unemployed ☐ Prefer not to 
say      ☐

Do you have caring responsibilit ies?  

Yes ☐ No ☐ Prefer not to say ☐



 

 

CRIMINAL RECORD DECLARATION 
(EXEMPT POSITIONS) FORM 

 
This form must be completed by all applicants. The information disclosed on this 
form will not be kept with your application form during the application process. 
 
Policy statement on recruiting applicants with criminal records 
 
The post you are applying for is ‘exempt’ from the Rehabilitation of Offenders Act 
1974 and therefore you are required to declare any convictions, cautions, 
reprimands and final warnings that are not "protected" (i.e. filtered out) as defined by 
the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 
2013)? 
 
For further information on filtering please refer to Nacro guidance and DBS website.  
 
We recognise the contribution that former or ex-offenders can make as employees 
and volunteers and welcome applications from them. A person’s criminal record will 
not, in itself, debar that person from being appointed to this post. Any information 
given will be treated in the strictest confidence. Suitable applicants will not be 
refused posts because of offences which are not relevant to the role and which do 
not make them a risk in the role for which they are applying 
 
All cases will be examined on an individual basis, taking the following into 
consideration: 
  

 Whether the conviction is relevant to the position applied for. 
 

 The seriousness of any offence revealed. 
 

 The age of the applicant at the time of the offence(s). 
 

 The length of time since the offence(s) occurred. 
 

 Whether the applicant has a pattern of offending behaviour.  
 

 The circumstances surrounding the offence(s), and the explanation(s) offered 
by the person concerned. 
 

 Whether the applicant's circumstances have changed since the offending 
behaviour. 

 
It is important that applicants understand that failure to disclose all convictions, 
cautions, reprimands or final warnings that are not “protected” could result in 
disciplinary proceedings or dismissal. Further advice on disclosing a criminal record 
can be obtained from Nacro.  

http://www.nacro.org.uk/resettlement-advice-service/support-for-individuals/jobs-and-volunteering/disclosing-criminal-records-to-employers/
https://www.gov.uk/government/publications/dbs-filtering-guidance
http://www.nacro.org.uk/what-we-do/resettlement-advice-service/support-for-individuals/advice/disclosing-criminal-records


 

Surname:       
 

Forename:       

 
Criminal record declaration 
 
Do you have any convictions, cautions, reprimands or final warnings which are not ‘protected’ 
as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended 
in 2013)? Y/N       
 
If you have answered yes, you now have two options on how to disclose your criminal record.  
 
 
Option 1: Please provide details of your criminal record in the space below.  
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Option 2: You can disclose your record under separate cover provided that you mark a cross 
on the line below and attach the details in an envelope stapled to this form. The envelope 
should be marked CONFIDENTIAL and state your name and the details of the post. 
 
I have attached details of my conviction separately  (Please mark with an X if appropriate.) 
 
 

DECLARATION 
 
I declare that the information provided on this form is correct. I understand that the declaration 
of a criminal record will not necessarily prevent me from being offered this role at Every 
Parent & Child 
 
 
Signed:       Date:       

 
Please return this form to: (Isabella.DiNatale@epandc.org.uk) 
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