LONDON BOROUGH OF TOWER HAMLETS

	JOB DESCRIPTION  

	Version no: 1.1
Date drafted/amended: 02/04/2019


	Post Title:

School Organisation Place Planning Manager
	Post No.

H020030720
	Grade:

P06

	Directorate:

Children’s Services 
	Division: 

Education and Partnerships 
	Section:

Pupil Services and School Sufficiency

	Responsible to: Head of Pupil Services and Place Planning
Responsible for: To manage the work of the service in relation to pupil place planning, school organisation and statutory consultations. 
DBS Required?  Yes
If yes, Level of Check: Enhanced Check with Children’s Barred List

Is the post politically restricted? No
Is a Travel Allowance Payable? No
Does this post attract a Casual car allowance? No


MAIN PURPOSE OF THE JOB 

1. To act as a senior advisor in relation to school organisation and place planning matters, taking a portfolio lead in one or more of the following: Establishment of new schools; New urban housing development ; School Capacity (SCAP) data management;  School/Academy organisational change e.g. age range changes.
2. 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, in all localities across the Borough.  Ensure relevant data is reported on an annual basis as required by the DfE.

3. Lead on school organisation, managing consultations and statutory proposals for school organisation changes, supporting the Primary Review and Place Planning Groups and advising on academy conversions and other school organisation issues.
4. Lead on statutory processes for school admissions 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.
5. Monitor and report on the provision of school places to the Head of Pupil Services and School Sufficiency.
6. 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.
DUTIES & RESPONSIBILITIES

	1.
	Conduct 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.
	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.

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

	4.
	To assist Head of Pupil Services and School Sufficiency in implementing effective procedures for offering school places and monitoring admissions and the demand for school places. To produce statistics and analysis for use within Pupil Admissions and other Teams within the CS Directorate.

	5.
	To develop and maintain the appropriate business relationship with schools and PVI settings to support the provision of sufficient places for flexible early education provision

	6.
	To deputise of the Head of Pupil Services and School Sufficiency in relation to pupil place planning and school organisation matters. 

	7.
	To collate 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. 

	8.
	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 young people needing education and other services.

	9.
	To lead in carrying out the Authority’s statutory consultations and proposals for school organisation changes and school admissions.

	10
	To lead on carrying out the consultation for own admissions authority schools. To work with governing bodies in relation to place planning, planned admission numbers and admission arrangements.

	11.
	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).

	12
	Promote, develop and manage effective partnership working with internal and external stakeholders and support the resolution of any disputes.

	13.
	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. Set collective and individual targets for improving performance and quality. Develop effective means of monitoring and evaluating operational performance.

	14.
	Scope, procure and manage proactive research and analysis projects to inform strategy and service planning.

	15.
	Lead on Pupil Services and 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.


	16.
	To assist the Head of Pupil Services and School Sufficiency in devising the annual team plan.in relation to school organisation and place planning.

	17.
	To maintain an up to date understanding of key educational issues and developments around the statutory responsibilities for  school place planning and school admissions.

	18.
	To Clerk the Authority’s Pupil Place Planning and Primary Review groups. This will entail providing advice and support, convening meetings preparing and circulating agendas, undertaking any follow up action as necessary.

	19..
	To co-ordinate and motivate the work of staff in the Pupil Services Team, assisting with service/policy reviews and training as and when necessary. To promote a team culture of best practice and service improvement.

	20.
	To support the Head of Pupil Services and School Sufficiency to manage the budgets and strategies for financial efficiency. 

	21.
	To ensure the appropriate use of information technology in the management and delivery of the service.

	23.
	Represent the LA at various stakeholders’ events, regional meetings and public meetings including formal consultation meetings.  

	24.
	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 and admissions.

	25.
	To undertake other duties of a similar nature commensurate with the grade as may be required from time to time.


General Terms

· 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 performance, development and 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.

· This job description is a guide to the level and range of responsibilities you will be expected to undertake.  It may change from time to time to reflect changing circumstances and demands.  As directed, you will undertake additional duties and responsibilities that may arise from time to time commensurate with the grade of the post. 

· To be able to work evenings and weekends with appropriate notice.
______________________________________________________________

	Person Specification for the Post of

School Organisation and Place Planning  Manager

	Essential (E)

or

Desirable (D)


	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 the CS directorate. 
	E
	A

	
	Excellent analytical and performance management skills

	E
	A/I

	Qualifications

& Experience
	Relevant research or management degree or post-graduate diploma.
	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
	E
	A/I

	
	Experience of strategic planning and implementation and so able to produce reports to communicate that information to a variety of audiences.
	E
	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


	TOWER Values 


	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets
	Able to share good practice and experience and learn from others.
	E
	I

	
	An inclusive team player who can foster partnerships, work collaboratively across boundaries.
	E
	A/I

	
	Approachable and seeks regular internal and external feedback from people to improve how they and others do things.
	E
	A/I

	
	Ability to plan, manage and deliver a broad and complex personal workload within set timescales.
	E
	A/I

	
	Excellent communication and presentation skills, both oral and written, with a wide range of people including members of the public, headteachers and officers.
	E
	I/T

	We are OPEN and transparent
	High degree of personal and professional probity, integrity and credibility that sustains the confidence and trust of stakeholders.
	E

	A/I


	We are WILLING to challenge, innovate and be accountable

	Able to assimilate knowledge from new initiatives, to understand the implications for the service and to translate that into appropriate action.
	E
	A/I/T

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


	I


	
	Ability to deputise for the service manager in his or her absence.
	E
	I

	
	Ability to adapt to rapidly changing circumstances challenges and situations; and the ability to maintain resilience under pressure.
	E
	A/I

	We empower each other to be EXCELLENT and go the extra mile
	Evidence of ability to manage, supervise, encourage and motivate staff.
	E
	A/I

	
	Willingness to undertake training as agreed through the Performance Management process and to identify and make use of opportunities to develop and update practice.
	E
	A/I

	
	Evidence of Continuing Professional Development as defined by professional body.
	E
	A/I

	
	Ability to take a problem solving approach in a creative and pro-active manner, where appropriate.
	E
	A/I

	
	Willingness to travel to meetings and conferences outside Tower Hamlets.
	E
	A

	
	Willingness and ability to attend evening meetings and work outside usual office hours on occasion.
	E
	A/I


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


	Ability to deliver services that reflect the needs of the local community.
	E
	A/I     



	
	An understanding of the issues arising from working with an inner-city multicultural community.
	E
	I

	
	Ability to recognise the difficulties that individual families may face and identify the support they need in accessing school places.
	E
	I

	
	Possess a high degree of awareness towards needs of children and young people.
	E
	I

	Additional Requirements


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

	
	Willingness to comply with the requirement to carry out a DBS check on this role.
	E
	A

	
	The timing of annual leave must be in agreement with the line manager and in accordance with the exigencies of the service. Staff will be expected to take the majority of their annual leave during school holidays; exceptional circumstances may be negotiated with the Service Manager.
	E
	A/I
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