

SEND Casework Apprentice 
ASSESSMENT PACK 
Instructions to Candidates
You should complete these 4 task within 60 minutes.
You must complete this independently without the use of AI tools or external assistance.
Your responses should reflect your own judgement and understanding.
If you progress to the next stage of the process we may ask you to explain your answers at interview.
Please keep within the word limits stated.

















1 – Email Response (Max 200 words)
You receive this complaint:
“I’ve emailed twice and still don’t know what’s happening with my child’s EHCP. This is unacceptable and I want answers now.”
Task:
Write your response.
Extra requirement:
At the end, add 3 bullet points explaining:
· why you chose your tone
· what you deliberately avoided including
· what your next step would be if the parent is still unhappy
	


	


	


	


	


	


	


	


	


	


	


	


	


	



PART 2 – Prioritisation Challenge (Max 150 words)
You have 4 tasks arriving at the same time:
A. Parent complaint (above)
B. Missing Educational Psychologist  report (deadline in 2 weeks)
C. Routine data entry task due end of week
D. Caseworker asks for a summary for a meeting tomorrow
Task:
1. Rank these 1–4 (most urgent first)
2. Explain WHY — not just the order
	


	


	


	


	


	


	


	


	


	


	


	


	


	


	


	




PART 3 – Spot the Risk (Max 200 words)
Case facts:
· Assessment at week 18
· Deadline is 20 weeks
· Advice missing from Educational Psychologist
· Parent already unhappy
Task:
1. What are the top 3 risks?
2. Which one is most serious and why?
3. What one action must happen today? 
Answer:

	


	


	


	


	


	


	


	


	


	


	


	




PART 4 – Evidence of Method (Very Important)
In 100 words, describe HOW you approached the above tasks:
· What did you do first?
· How did you decide what was most important?
· What did you find difficult?
	


	


	


	


	


	


	


	


	


	


	


	


	




✅ DECLARATION
I confirm this work is my own and completed without AI or external assistance.
Name: ____________________
Date:______________________


