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Job description 

SEND Specialist Admissions Manager

	Department 
	Children’s Services

	Service 
	Strategy and Outcomes Directorate 

	Grade
	K

	Reports to
	Head of SEND Specialist Provision and Funding

	Responsible for 
	SEND & AP Specialist Placement Coordinator

	Job reference
	GR4031



	Job Purpose 

	Establishes systems to monitor uptake, occupancy, supply and demand across individual special schools and for any funding arrangements operating outside of the standard funding system.

Manages a team who are responsible for the delivery of placements of children and young people who require a setting outside of the mainstream school system.

Champions and contributes to the development and promotion of new ways in which the education and training needs of children and young people from age 0 to 25 can be met more effectively by local universal services and within a mainstream setting in line with Local First Inclusion.


	Context

	The SEND Specialist Placements team is a county wide team located within the SEND & AP Strategy and Sufficiency Service. The service is part of the Sufficiency, Planning and Education Strategy directorate of Children’s Services. 

In addition to its core function, the role will require working alongside other services within Children’s Services including SEND Operational teams, Inclusion teams, Commissioning, Brokerage and business design/change schools capital and schools funding teams, as well as leaders within schools in Norfolk in the delivery of key statutory duties in the planning, delivery and sufficiency of educational placements for children with special educational needs and disabilities (SEND). 



	Accountabilities

	Support the strategic sufficiency planning of local high needs special school provision through leading oversight of local landscape, demand and supply trends and developing and maintaining key data sets and intelligence to inform ongoing dynamic needs analysis and sufficiency strategies. 


	Ensure effective systems, policies and procedures are designed, implemented and continuously reviewed in the oversight and management of allocation, uptake, occupancy, supply and demand of school places in the specialist estate (i.e. special schools and SEN mainstream units) which complies with regulatory and legislative requirements.


	Act as lead officer with school leaders in the admission of children and allocation of placements ensuring that partners contribute and adhere to agreed processes. 


	Recruits, trains, develops, monitors, and manages staff performance through appropriate direction, advice, support and formal supervision to ensure individuals and the team are motivated, resourced, and professionally competent to deliver the service, plan team goals on time, to quality standards, and within budget.


	Negotiates with school leaders in and outside of Norfolk in the admission of difficult to place children and those in the tribunal process, including where school leaders disagree with placements, to reach solutions based on service needs and priorities. 


	Prioritise and allocate work to achieve service and team goals identified in the service plan and ensure quality standards/KPIs are achieved or exceeded. Review team and individual performance against required standards. 


	Lead arrangements for cross border place allocation, admissions and funding ensuring the LA is able to appropriately recoup funding from other local authorities who place children into Norfolk schools. 


	Act as a deputised decision maker in respect of SEND Tribunals relating to SEND school placements and represent the LA in relevant legal proceedings. 


	Contribute to annual review and audit of special school funding, ensuring that special school admissions cohere and are delivered in line with agreed budgets and tolerance. 


	Design, review and deliver training, information and guidance regarding specialist placements and admissions to services / teams within Children’s Services and across the wider partnership including to families, school leaders and health. 


	Represent the service, senior managers and team in internal and external meeting to develop and promote effective relationship-based practice which supports delivery of service strategies and priorities. 


	Ensure excellent safeguarding practice in the service which actively promotes the safety and welfare of children, young people and vulnerable adults in line with service policy and procedure. 




Person specification

	Skills and abilities:
	Essential ()
	Desirable ()

	Ability to use large data sets, management information and intelligence in the design, delivery of services and allocation of resources.  

Ability to make sound judgements under pressure and within competing priorities based on sound evidence and rationale. 

Good ability in use of IT software and applications, including management information systems as part of high quality record keeping and data accuracy which informs strategic planning.  

Proven ability to lead, influence and constructively challenge colleagues and external partners to achieve shared outcomes within conflicting priorities. 

Ability to develop and deliver training to others using a variety of tools and methods. 
	


















	

	Knowledge/Experience
	Essential ()
	Desirable ()

	Demonstrable experience of people management, including recruitment and selection, performance management and supervision.  

Substantial previous experience of working in a role delivering statutory duties for children, young people and families.
 
Comprehensive knowledge of legislation relating to SEND including Children and Families Act 2014 and associated regulations, SEND Code of Practice and Equalities Act 2010. 

Knowledge and experience of school place planning and organisation and associated regulations.

Knowledge of school funding arrangements, especially those relating to special educational needs and disability through the High Needs Block. 

	













	


















	Qualifications
	Mandatory ()
	Indicative ()

	Degree level qualification in a relevant subject or substantial experience of successfully delivering relevant services. 

Management qualification at post qualifying level, NVQ Level 5 or equivalent. 

Evidence of continuing professional development. 
	








	







	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	Other Job Information 

	The post holder will be expected to travel as part of their normal duties within Norfolk on, on some occasions, outside of Norfolk and will be responsible for their own transport arrangements in order to fulfil the requirements of the role. 

The post holder will be subject to an enhanced disclosure and barring check due to the post being in direct contact with children and vulnerable adults.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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