

                             

[image: Norfolk County Council Logo]
Job description 

Schools Appeals Administrator


	Department 
	Children’s Services

	Service 
	Education Strategy and Infrastructure

	Grade
	F

	Reports to
	Admissions Manager

	Responsible for 
	

	Job reference
	GR0005



	Job Purpose 

	To effectively manage the School Admission Appeal process.  Performing organisational functions to support School Admission Appeals and Independent Review Panels for Exclusions (IRP’s). Advise schools and parents on the appeal process and deliver guidance in line with legislative requirements (School Admission Appeals Code, School Admissions Code and the Exclusion from Maintained Schools, Academies and Pupil Referral Units in England)

Ensure all functions are completed in line with the legislation, guidance and timeframes.

Co-ordinate and support the members of the Appeals Panel. 

To undertake admission officer functions to support the overall admissions service as and when required.   


	Context 

	As part of the Education. Strategy and Infrastructure Service, the Appeals Administrator ensures that all statutory functions are fulfilled in respect of appeals and Independent Review Panels, providing advice and guidance to schools and parents in respect of this work.




	Accountabilities

	To have a working knowledge of the Department for Education Codes and associated guidance for (a) Admissions (b) Admission Appeals (c) Exclusion Reviews and the General Data Protection Regulations (GDPR)


	To manage the organisation of admission appeals and exclusion reviews in accordance with statutory requirements, the Council’s Standing Orders and established good practice.  Produce and disseminate the necessary paperwork to all relevant parties as required, meeting GDPR requirements and ensuring confidentiality and discretion.  To manage record keeping for all Norfolk Appeals and IRP’s.


	To plan, organise and control own workload ensuring best practice whilst evaluating, monitoring, analysing and making recommendations for improvement, adapting and changing process as required.


	To ensure that relevant statutory requirements are met, including legal and best practice deadlines and inform appellants and admission authorities of what actions are required by them, advising, challenging and guiding where appropriate.
Providing a first point of contact for parents, panel members and clerks and signposting to detailed and/or technical advice and support as necessary. To regularly liaise with schools and parents to ensure good practice and fair delivery of the appeal process.  To regularly liaise with members of the public, suppliers and Service Partners.


	To instruct and provide guidance to academies, including free schools, with the process of purchasing the appeals service, including the monitoring of invoices through the Services for School Portal (Educator Solutions)


	To schedule appeal hearings ensuring the appropriateness of the venue and taking into account statutory timescales, costs and availability of participants.  Arrange virtual appeal meetings in line with DFE guidance.


	Support parents, school staff and panel members with use of MS Teams when appeals arranged virtually.


	To manage a pool of external clerks including their appropriate training and support. ensure that panels have an appropriate clerk including liaison with NPLaw.


	Undertake the recruitment process for casual clerks if required; organise training in appropriate legislation and support them in the discharge of their duties, including liaising with NPLaw to ensure that they receive the appropriate mentoring and support.  Being the point of contact for Clerks during appeal hearings.


	To undertake the recruitment process for independent panel members and support development of appropriate training programmes for new and existing members, liaising with NPLaw to ensure statutory requirements being met. 


	To provide an annual report to the Admissions Manager detailing numbers of appeals.  Compile and analyse information, statistics and reports to enable technical and financial performance to be monitored.  


	To co-ordinate provision of relevant information for the Council’s response to Corporate Complaints Team or Local Government Ombudsman.


	To provide support to the Admissions Manager and Assistant Admissions Manager 


	To provide full range of Admission Officer duties as required implement LA policies and the statutory co-ordination schemes in relation to NCC’s statutory obligations in the admission and transfer of pupils. To provide practical advice and guidance to parents in the admission and transfer of their children.


	Any other duties appropriate to the role, including IT support and administrative support 




	Person Specification


	Qualifications:

	Essential
	Desirable

	Minimum Mathematics and English GCSE passes or equivalent

Business and Administration NVQ Level 3

Demonstration of excellent keyboard and IT skills, including Word, Excel, Access and Adobe Pro, Outlook and the internet

	

	Knowledge/Experience:

	Essential 
	Desirable 

	· Experience of managing a complex administrative process within defined timescales. 

· Experience of operating to a regulated code or legal framework

· Experience of working autonomously with minimal supervision

· Experience of scheduling and coordinating meetings

· Experienced in the preparation of complex and confidential paperwork

· Experience of dealing with the public, internal partners and outside agencies

· Experience of planning, prioritising and producing work to a high standard and to meet statutory deadlines

	Experience of school admission appeals and exclusion reviews.


Experience of school admissions functions

Experience of working in a local government environment 


	Skills:

	Essential
	Desirable

	Excellent telephone manner with well-developed negotiation and communication skills

Able to work accurately and effectively within highly detailed codes of practice

Deliver the correct advice or know where to get it

Organisational and problem solving skills 

Ability to priortise own workload and the workload of others.

Able to work to strict deadlines whilst being methodical and accurate. High levels of numeracy, literacy and IT skills including Word, Excel, Access and Adobe Pro, Outlook and the internet

Willing to be flexible in approach to work 

Enthusiastic and quick to learn

Positive ‘can do’ approach to work

Clear thinking and calm

Sensitivity to confidential issues

Able to work under extreme pressures whilst keeping calm

Confidence to work with people at all levels

Good team player

	Knowledge of the Department for Education Codes and associated guidance for (a) Admissions (b) Admission Appeals (c) Exclusion Reviews

Knowledge of the new Services for Schools portal





	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.




	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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