Job Description

	JOB TITLE:
	School Organisation & Place Planning Manager

	GRADE:
	L (under evaluation)

	POST NUMBER:
	H020030720

	DIRECTORATE:
	Children’s Services

	SERVICE:
	Education 

	RESPONSIBLE TO	:
	Head of School Admissions & Place Planning

	RESPONSIBLE FOR:
	To manage the work of the service in relation to pupil place planning, school organisation and statutory consultations.

	


	This post requires a DBS check [state level required]
· Enhanced with Barred list check (Child Workforce) 

This post is not politically restricted 

This post does not attract essential/ casual car user/ travel allowance 


	JOB SUMMARY:	
	Ensure that services provided are delivered in an effective and efficient manner to enable the local authority to meet its statutory obligations for school place planning.

To act as a senior advisor in relation to school organisation and place planning matters,  leading across the following: establishment including closure of new schools; new urban housing development; School Capacity (SCAP) data management;  School/Academy organisational change .

Collaborate across the LA and strategically plan and develop appropriate systems to ensure the effective management of school, SEND and alternative provision place planning, including the modelling of pupil number projections. Provide advice and support for Early Years and School-Aged Childcare forecasting, 

Support the School Organisation and Strategy Group and advise on school organisation issues and change.

Lead on statutory processes for school organisation changes including managing consultations and statutory notices, developing and establishing new polices, monitoring their impact and ensuring compliance with the DfE School Admissions and Appeals Codes.




	ROLE REQUIREMENTS:
	[The role requirements are the duties and responsibilities that are specific to the job. If a duty is required to be carried out infrequently this should not be recorded as this list is not exhaustive]

	1. 
	Conduct extensive analysis of relevant data and develop projection methodologies which build a holistic, robust and accurate picture of the supply and demand for school places in Tower Hamlets now and in the future.

	2. 
	Lead on the development of accurate SEND sufficiency  data collection, analysis and projection methodologies, which  accurately report supply and demand and the nuances of SEND in LBTH, now and in the future. 

	3. 
	To lead on specific areas of specialist work on behalf of the Head of Service e.g. amalgamations and rationalisations,  co-location and integration of services.

	4. 
	Scope, procure and manage proactive research and analysis projects to inform strategy and service planning.

	5. 
	To maintain an up to date understanding of key educational issues and developments around the statutory responsibilities for  school place planning and school admissions.

	6. 
	To co-ordinate and motivate the work of staff, assisting with service/policy reviews and training as and when necessary. To promote a team culture of best practice and service improvement.

	7. 
	To ensure the appropriate use of information technology in the management and delivery of the service and champion the use of new technologies.

	8. 
	To implement the council's policy on equal opportunities, and in particular to understand the implications of equal opportunities in all dealings with families and schools. To actively challenge any discrimination by schools in relation to school place planning.

	CORPORATE RESPONSIBILITIES
	

	9. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	10. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	11. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	12. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	13. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	14. 
	Adherence to the council’s commitment to the health, safety and welfare at work policy
Health and safety responsibilities include:
•	being familiar with health and safety policies and procedures
•	setting a positive example
•	communicate health and safety policies and procedures to staff
•	carry out, review and share risk assessments
•	consider work-related violence, abusive or threatening behaviour in the planning and development of safe working systems and procedures
•	ensure adequate first aid provision
•	holding staff accountable
•	ensuring staff receive adequate information, instruction, training and supervision
•	cooperate with trade union/safety representatives and attend relevant meetings
•	ensure work-related accidents/incidents are reported and investigated in line with procedures.

	15. 
	To deputise for the Head of Service in relation to pupil place planning and school organisation matters. 



	PEOPLE
	

	16. 
	Advise and support modelling and projections for Early Years and School-Aged Childcare forecasting. Ensuring that accurate reporting and projections are completed as required by the DfE.

	17. 
	Liaise with internal teams within Tower Hamlets (e.g. strategic planning, public health), the GLA, and Office for National Statistics, and neighbouring boroughs to obtain data and intelligence on current and future numbers of children and young people needing education and other services.

	18. 
	To lead with Building and Development colleagues on the net capacity assessment (NCA) programme to ensure accurate, up to date data on the pupil capacity of schools, to support decision making about how to use the school estate and target capital funding efficiently.

	19. 
	To lead in carrying out the Authority’s statutory consultations and proposals for school organisation changes and school admissions.

	20. 
	To lead on consultation activities for own admissions authority schools. To work with governing bodies in relation to place planning, planned admission numbers and admission arrangements.

	21. 
	Communicate complex information effectively to a wide range of audiences and settings (e.g. council members, senior officers, head teachers, parents) in a variety of formats (e.g. formal reports, presentations).

	22. 
	Promote, develop and manage effective partnership working with internal and external stakeholders and support the resolution of any disputes.

	23. 
	To Clerk the School Organisation Strategy Group. This will entail providing advice and support, convening meetings preparing and circulating agendas, undertaking any follow up action as necessary.

	24. 
	Represent the LA at various stakeholders’ events, regional meetings and public meetings including formal consultation meetings.  

	SERVICE
	

	25. 
	Lead on Place Planning input to corporate and service plans and projects in relation to policy issues. This may include the Council’s Strategic Plan, Joint Strategic Needs Assessment and School Organisation Plan.

	26. 
	Make significant contributions to the development of strategies and policies relating to the supply of school places and support a coordinated approach to education planning.

	27. 
	To co-ordinate and motivate the work of staff, assisting with service/policy reviews and training as and when necessary. To promote a team culture of best practice and service improvement.

	28. 
	To lead on the development of the annual team plan in relation to school organisation and place planning. Ensuring this is aligned with service priorities. 

	29. 
	Lead on business continuity and risk management in relation to school organisation and place planning.

	PERFORMANCE
	

	30. 
	To collate accurate data and information and complete statutory returns to the DfE on school capacity  and place planning, such as,  the SCAP and other data collection activities related to school organisation and sufficiency eg net capacity assessments

	31. 
	To assist the Head of Service in implementing effective procedures for offering school places and monitoring admissions and the demand for school places. To produce accurate statistics and analysis for use within School Admissions and other Teams within Children’s Services.

	32. 
	To ensure that activities within the service are carried out to agreed standards within available resources, and in line with legislative, regulatory and national minimum standard requirements. 

	33. 
	Set collective and individual targets for improving performance and quality. Develop effective means of monitoring and evaluating operational performance.



OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 


Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

To undertake additional duties that may arise from time to time commensurate with the grade of the post.























Person Specification
	Person Specification for the Post of 

School Organisation & Place Planning Manager
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	Sound understanding of pupil place-planning, school admissions, benchmarking, statistics and strategic planning.
	E
	A/I/T

	
	Advanced knowledge and experience of statistical analysis and projection methodologies.
	E
	A/I/T

	
	Knowledge and practical experience of managing school transformation and re- organisation 
	D
	A/I

	
	A high level of understanding and awareness of the range of services provided by Children’s Services. 
	E
	A

	
	Excellent analytical and performance management skills
	E
	A/I

	Qualifications
& Experience
	Relevant research or management degree or post-graduate diploma or equivalent.
	E
	A

	
	Evidence of recent training/professional development.
	E
	A

	
	Experience of pupil place planning and experience of undertaking duties in relation to school admissions.
	E
	A/I

	
	Experience of supporting the delivery of complex programmes and projects
	D
	A/I

	
	Experience of strategic planning and implementation and so able to produce reports to communicate that information to a variety of audiences.
	D
	A/I

	
	Experience of developing, establishing and maintaining electronic knowledge and information tracking systems
	E
	A/I

	
	Highly IT literate with the ability to use data analysis software such as Excel and/or SPSS.
	E
	A/I/T

	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Takes action to improve team culture and improves relationships across the council and with partners to achieve the best outcomes.
	E
	A/I

	
	Looks for ways to collaborate with others early on, to achieve the best outcomes
	E
	A/I

	We are OPEN and transparent

	Connects the ‘bigger picture’ to audiences own values, goals and ideas.
	E
	A/I

	
	Strongly facilitates with various stakeholders to deliver the pace of change required for the further success of Tower Hamlets
	E
	A/I

	We are WILLING to challenge, innovate and be accountable

	Takes accountability for delivering clear goals and targets, whilst setting high standards, for self and others.
	E
	A/I

	
	Makes suggestions for better and new ways of doing things.
	E
	A/I

	We empower each other to be EXCELLENT and go the extra mile

	Understands the organisations direction of travel and actively supports that in their work and interactions
	E
	A/I

	
	Takes the initiative to improve outcomes because they can explain the difference they have made.
	E
	A/I

	We RESPECT all communities; they are the heart of everything we do

	Actively contributes to building a customer-focused-culture across the council and with partners.
	E
	A/I     


	
	Ensures that they and others value the diversity of all people they work with and takes this into account in developing the service.  
	E
	A/I

	Additional Requirements
	A satisfactory attendance record (normally less than 5 days absence in a year) but taking into account individual circumstances.

The timing of annual leave must be in agreement with the line manager and in accordance with the exigencies of the service. 

To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice, unless there is good reason where this is not possible.

To comply with the requirement to carry out a DBS check on this role. 
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