
LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Senior Admissions and Appeals Officer – Secondary
	Grade:  PO2

	P

	
	Admissions Appeals and Fair Access Manager

	Grade:
	PO6

	Directorate:
	Children and Young People


	Section:
	Access Inclusion and Participation


___________________________________________________________________
Main Purpose of the job: 

1. To lead on the implementation of Lewisham’s statutory responsibilities for both the statutory planned admissions rounds for school places and Lewisham’s locally coordinated in year scheme for mainstream secondary schools in Lewisham.  To have direct line management of admissions officers. 

2. To deputise for the Admissions, Appeals and Fair Access Manager. 

3. To lead and manage the drafting and presentation of  admission appeals for community secondary schools ensuring compliance with the School Appeals Code. 

4. To represent Lewisham Council at independent admissions appeal hearings as the local authority’s Presenting Officer. 

5. To be responsible for the accurate maintainance and development of the Admissions and Transfers module of the Pupil Database including: 
a. Setting of accurate school and home measuring points
b. Accurate recording of the Published Admissions Number (PAN) for each community school for each year group

6. To track the destinations of Lewisham residents, ensuring that children are offered a place at a preference school or, where  this is not possible, a place at school within the borough with a vacancy and in accordance with Lewisham’s determined arrangements

7. to ensure compliance with all statutory,  London wide and locally agreed timescales.

8. To ensure the safeguarding of Lewisham children and refer cases to the appropriate agencies, eg MASH, Attendance, Special Educational Needs Team, Early Years Team, Children’s Social Care, the Home Office etc, where there is cause for concern. 

9. To undertake complex casework and present individual cases to the Secondary Fair Access Panel for an appropriate outcome. 


10. To keep abreast of the legal framework relating to school admissions and appeals, ensuring that Lewisham’s published arrangements and policies comply with the mandatory requirements of the legislation.

11. To be responsible for providing accurate  termly statistical information to be presented to senior managers and the Place Planning and Admissions Forum to evaluate the effectiveness of the borough’s admissions policy and arrangements.

12. To have overall responsibility for ensuring the implementation of Lewisham’s determined arrangements for all community applicants including: 

a. servicing a panel of professionals considering applications under the Council’s social and medical criterion, 
b. a panel considering ‘out of cohort’ applications

13. Accurate minute taking which will be open to public scrutiny and informing each applicant with a detailed outcome of their application.
14. To annually draft and take responsibility to update standard letters, publicity materials including Lewisham’s website, respond to individual enquiries and complaints via letter and email. 

_______________________________________________________________
Summary of Responsibilities and Personal Duties:

1. To have lead responsibility for managing and coordinating the planned admissions rounds ensuring all statutory, pan London and locally agreed processes, protocols, timeframes and deadlines are  adhered to.

2. To be responsible for annually setting and accurately completing workflows, task lists and PLR instrcutions  in relation to the secondary planned admissions rounds.

3. To be responsible for ensuring all admission authority schools are annually informed of their statutory responsibilities, deadlines and tasks in relation to the planned admissions rounds
4. To lead on the presentation of advice and guidance on the planned admissions process and procedure at school and Council run events.
5. To lead on developing and maintaining the locally coordinated In Year admissions scheme, particularly the Pupil Database, ensuring parents and schools are able to access and connect to the central system database for schools, and any other manual record in relation to In Year admissions. 

6. To support the development and maintenance of an online in year admission portal (ENROL)

7. To ensure that the In-Year Admissions Officers are appropriately line managed. 

8. To be responsible for regular staff appraisals (PES) ensuring they are undertaken in a timely manner.

9. To lead on placing children in school under the authority’s locally agreed In Year admissions scheme ensuring that all relevant procedures are carried out and agreed deadlines are met.

10. To ensure that  Lewisham’s determined admissions policy and London wide co-ordinated schemes are carried out and applied correctly to all applicants  in accordance with the published admissions arrangements, operating to an exceptionally high level of accuracy and data verification.

11. To act as the Council’s Presenting Officer at admissions appeals for community schools; defending the Council’s case at the independent appeal hearing. 
12. To be responsible for reviewing and  drafting the Council’s appeal statement within the statutory framework.  

13. To identify and refer vulnerable and hard to place children to Lewisham’s Secondary Fair Access Panel, undertaking complex casework following through to their conclusion.  

14. To inform and advise parents, head teachers and officers of changes in legislation,  practice and policy affecting school admissions. 

15. To counsel parents, in person and by telephone, about the Council’s admissions arrangements.  Respond to the individual needs of this client group, having particular regard to the confidential, sensitive and often emotive issues involved.
16. To ensure that up to date information on school vacancies are accurately maintained. 

17. To case manage applications to conclusion making appropriate referrals to local authority and outside agencies as appropriate. 

18. To be responsible for ensuring that children who have not accepted a school place or considered to be missing from education are referred to the appropriate teams/officers within agreed timescales.

19. To maintain regular contact with headteachers, senior teachers and school based admissions officers regarding individual children’s admission to school.
20. To be responsible for drafting procedures and protocols relating to school admissions. 

21. To support the compiling of termly and annual statistical reports on admission outcomes to be presented to the Place Planning and Admissions Forum and other fora. 
22. To be responsible for the design and content of Lewisham’s admission advice and guidance including Lewisham’s Common Application Forms, ensuring all complies with legislative requirements and agreed local and London wide protocols.
23. To respond to individual correspondence in a range of mediums from, for example parents/carers, schools, MP enquiries and complaints.

24. To be responsible for data entry and data verification ensuring each and every application is managed and administered accurately so the correct outcome is achieved and meeting statutory deadlines.   

25. Have the ability to take direction from managers and adapt quickly and professionally to changing admission and Secondary Fair Access work priorities.
26. To take responsibility for own learning and development, undergoing training relating to the team’s and the Directorate’s work.
27. Carry out other duties as required, within the scope of the post and take on ad hoc duties as required
28. Carry out the full responsibilities of the post with due regard to the Council’s equal    

    opportunities and GDPR policies. 

Internal Contacts: These include: Headteachers; senior teaching staff and support staff; All other Council services.
External Contacts: This will include: DfE; voluntary and community organisations; all other Las particularly those participating in the Pan London Schemes especially Southwark, Royal Greenwich, Bexley, Bromley and Lambeth; head teachers and schools in all LAs; and other local non-maintained schools and working groups.

To carry out the duties of the post with due regard to the Council’s relevant codes and procedures.

All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder
THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of fully managed staff: 
Title:
Admissions and Appeals Officer

Grade  SO1 

No of posts   2
PERSON SPECIFICATION
JOB TITLE:
Senior Admissions and Appeals Officer -
POST NO:


Secondary
DEPARTMENT:
 Children and Young People


GRADE:  PO2
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.
 
S
Understanding of how equality and diversity relates to this post.                                                               S
Knowledge

Excellent working knowledge of the current legal framework affecting school admissions and appeals.



S
Excellent knowledge of the concept of customer care.



Aptitude

Proven ability to interpret and implement policies and procedures within a legal framework.
Have the ability to take direction from managers and adapt quickly and professionally to changing admission and Fair Access work priorities.
Skills
(Skills can only be used as shortlisting criteria if the skill is to be tested)

                          
(To Be Tested – S)
Excellent IT skills with proficiency in the use of Microsoft applications and pupil databases with an understanding of the relationships between a range of IT systems.
  

S (T)
Excellent written and verbal communication skills, the ability to write with clarity to a range of audiences. 


S (T)
Excellent analytical skills - Ability to interrogate spreadsheets and databases, interpret and synthesise data. 










S (T)
Excellent attention to detail.


S (T)
Experience

Experience of managing and a team.




 S
Experience of writing and presenting written information on a range of subjects such as appeal statements, responses to complaints, enquiries and letters.

 
Experience of organising and forward planning to meet objectives and statutory deadlines effectively.




S

Experience of prioritising own workloads and dealing with competing demands
    

S
Experience of dealing sensitively and confidentially on a range of safeguarding issues relating to children’s education and welfare.




S
Experience of using and manipulating pupil databases such as Synergy or those used in the operation of the pan London admissions process.



       
S 

Experience of using information technology, particularly Microsoft Office to provide precise management information.

 
Experience of working in a busy environment and of working to exact statutory deadlines.

Experience of negotiating with headteachers or similar professionals to ensure desired outcomes for children.



           S
Experience of working co-operatively in a team.




 S

Experience of working objectively and collaboratively to strict statutory guidelines and operating systems in a service that is open to public scrutiny.



 S
General Education

A high level of literacy and numeracy. 

Personal Qualities

Ability to deal with a variety of people in a sensitive way whilst ensuring confidentiality.
Circumstances
Ability to work some evenings and weekends if required.
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  























