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Job Description & Person Specification
School SEND Operations Manager
Heywood Academy 

cc

	Job Description

	
Job Title:
	School SEND Operations Manager

	Pay Grade / Scale / Range:
	NJC Scale Point 32 - 35


	Working hours:
	
Based on 36 hours 40 minutes per week.
Term Time + 5 days (195 days)


	Location:
	Based at the Heywood Academy site.  

	Staff responsible to:
	Head of School – Heywood Academy

	Staff responsible for:
	
Designated curricular (teachers and TAs) and non-curricular staff (PCA and medical support – as we grow)



	Accountable to:
	Chief Executive Officer 

	Probationary period:
	26 weeks for new staff to the organisation



Our organisation is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and post holders to share this commitment.  An enhanced DBS certificate is required for this post.


Overall purpose of the job

The School SEND Operations Manager is the school’s leading staff professional for the SEND operations and works as part of the Senior Team to assist the Executive Head Teacher (EHT) and Head of School (HOS) in their duty to ensure that the school meets its educational aims and outcomes for all young people. 
Key Responsibilities


1. To be responsible for the day to day functions of the school in regards to the provision for all young peoples’ SEND operational needs.
2. To be fully responsible for the Education, Health and Care Plans (EHCP) and ensuring all the processes around them are carried out to regulatory requirements. 
3. To be responsible for working in partnership with the school business manager, Trust Central Teams to support the implementation of central Trust functions. 
4. To liaise effectively with external support providers and stakeholders in regards to outcomes and provisions for young people’s SEND needs.
5. To promote collaborative professional working and development across the whole school.
6. To actively model and promote the values and ethos of the school and to encourage and empower others to work towards the school vision.
7. To be responsible for supporting teachers and their teams to enhance their knowledge and understanding of new young people in order to achieve improved standards of teaching, learning, provision and outcomes. 
8. To be a Designated Safeguarding Lead and act as an ambassador of the school. 
9. To support the implementation, evaluation and development of the school’s improvement plan. 
10. To fully support the EHT and HOS, in the discharge of their duties by ensuring maximum efficiency in all aspects of delegated authority.  
	
General Tasks



	
Leadership, Management and Compliance
1. To attend any meetings as required e.g. senior leadership team, full Governing Body, appropriate Governors’ portfolio board, pastoral, curriculum, family meetings.
2. To negotiate and influence strategic decision making within the school’s senior leadership team.
3. To plan and manage change in accordance with the school improvement/strategic plan around the needs of the students EHCPs. 
4. To lead and support teachers and their teams in relation to provision and outcomes within students EHCPs.  
5. To work with the school business manager to ensure the resources and provision are sufficient to meet the needs of the students EHCP, in relation to: admissions, finance, premises, staffing. 
6. To be responsible with other members of the SLT for events held at school. 
7. To actively contribute to the preparation of data and information required for the MAT Accountability Framework, Governance and wider policy Framework as required.
8. To be a designated safeguard lead for Heywood Academy. 

Admissions
1. To lead on all admission matters for the school.
2. To work collaboratively with the central Trust teams in achieving both the school and Trust aims around admission compliance and issues.
3. To be the first point of contact for the LA, MAT and other stakeholders regarding admissions.
4. To be responsible for overseeing the admissions and EHCP review processes, ensuring compliance with all relevant regulatory requirements.
5. To carry out admissions visits to inform SLT if we can meet need according to the paperwork and observations.
6. To speak to relevant stakeholders and professionals regarding shared information to gather evidence to present in admissions meetings.
7. To lead on admission responses including additionality requests, alternative provisions and provision maps. 
8. To lead on funding memo’s working closely with the SBM.
9. To ensure there are clear lines of communication between new admissions and informing the staffing teams, pastoral, SBM, finance and administrators. 
10. To be the lead professional in school appeals. To gather the evidence, paperwork and represent Heywood Academy in the appeals.
11. To work with SLT and be the lead professional to gather tribunal evidence, paperwork and represent Heywood Academy in tribunals.
12. To lead on LA tribunal hearings. 
13. To enhance and develop the planning and implementation of strategies in line with admissions. 
14. To monitor, assess and review contractual obligations for outsourced professional school services e.g. EP, Health, SaLT, informing the HOS and relevant stakeholders where SLAs are not being met to an appropriate standard.
15. To monitor, assess and review contractual obligations for external providers informing the HOS and relevant stakeholders where SLAs are not being met to an appropriate standard.


EHCPs

1. To lead on all aspects of the EHCP review process and procedures. 
2. To work collaboratively with the central Trust teams in achieving both the school and Trust aims around EHCP issues.
3. To ensure that the whole school is operating within its legislative framework and complies with all relevant statutory and regulatory requirements in relation to EHCPs.
4. To be responsible for overseeing the admissions and EHCP review processes, ensuring compliance with all relevant regulatory requirements, ensuring financial rigour for the funding memos.  
5. To ensure there are clear lines of communication between new students and informing the staffing teams, pastoral and intervention teams of section B, C, D, E and F highlighting specific needs from sections E and F, including Evidence for Learning (EFL).
6. To carry out admission school visits, phone calls, tours to support in the admissions process.
7. To work with SENCO and be the lead professional to gather evidence and paperwork for EHCP submissions. 
8. To work with external agencies to gather evidence to support in EHCP applications.
9. To work alongside the SENCO in completing EHCP applications.
10. To be the first point of contact with the LA regarding EHCPs.
11. To be a point of contact with the families regarding EHCPs.
12. To work alongside the staff to ensure step targets are inputted and evidence is uploaded to EFL.
13. To provide inhouse training regarding EHCP reviews and step targets.
14. To monitor, assess and review contractual obligations for external providers informing the HOS and relevant stakeholders where SLAs are not being met to an appropriate standard.
15. To oversee statutory obligations are being met for young people with special educational needs.

Family liaison

1. To be a point of contact between home/school and other professionals internally and externally, mediating between students/teachers.
2. To be the first point of contact for all enquiries and meetings.
3. To address families/parents’ complaints/concerns/anxieties (telephone/face to face).
4. To build relationships with family and external agencies offering advice and guidance on any concerns raised, attending relevant meetings.
5. To signpost families to support services available.
6. To coordinate, plan and deliver open morning, afternoons and tours.
7. To lead the family support groups/coffee mornings and make sure the relevant professionals attend these meetings.
8. To lead, plan and liaise with new family’s robust transition meetings, making sure the relevant professionals attend to aid in a thorough transition. 
9. To provide effective liaison between schools, colleges, children, young people and parents and other external agencies.
10. To be the first point of contact with Positive steps, career’s advisor.
11. To lead, alongside the career’s advisor, students and families post 16 options and final destination.
12. To organise post 16 college tours for KS4 students and families.
13. To help organise careers events with the curriculum lead. 
14. To monitor, assess and review contractual obligations for external providers informing the HOS and relevant stakeholders where SLAs are not being met to an appropriate standard.




Student Liaison

1. To be a point of contact for young people requiring support.
2. To work alongside teachers and students in planning and attending the school council.
3. To be responsible for co-ordinating and developing the work of the school council - including recruitment, training, supervision of young people.
4. To promote the school council programme across the school to all young people.
5. Ensure staff fully understand and value the school council programme and can support its function
6. To lead on the school residentials.
7. To ensure that every young person has appropriate equipment, resources, etc to allow them access to the curriculum model and achieve their EHCP outcomes. 
8. To work alongside the pastoral managers to support young people as and when needed.

Medication 

1. To lead on all medication processes and protocols.
2. To line manage the PCAs and Medication Support Assistant.  
3. To meet and communicate with the Medication Support Assistant on a regular basis.
4. To identify all health needs from the young people’s EHCPs and liaise with the school nurses and Medication Support Assistant as required. 
5. To audit medication inventories and make sure these are up to date.
6. To audit medication weekly. 
7. To monitor, assess and review contractual obligations for external providers informing the HOS and relevant stakeholders where SLAs are not being met to an appropriate standard.
Health and Safety 
1. To ensure SEND provision is fully risk assessed and compliant, liaising with the H&S team and SBM as required. 
	STANDARD DUTIES


	1.

	To understand the importance of inclusion, equality and diversity, both when working with young people and with colleagues, and to promote equal opportunities for all.

	2.       To uphold and promote the values and the ethos of the school.

	3.

	To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health and safety, anti-bullying and safeguarding/child protection.

	4.

	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.

	5.
	To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.

	6.
	To attend and participate in relevant meetings as appropriate.

	7.
	To undertake any other additional duties commensurate with the grade of the post. 




	CONTACTS

Staff / contractors / external organisation (LA) 





	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT


	Responsible to:

	Head of School – Heywood Academy 

	Responsible for:

	Designated curricular and non-curricular staff 



	SPECIAL CONDITIONS 

DBS required – Enhanced




	
	DATE
	NAME
	POST TITLE

	PREPARED

	11 / 10 / 2021
	Laura Millard
Suzanne Smith
	Headteacher
HR Manager

	REVIEWED

	14 / 01 / 2022
	Laura Millard
Simon Smith
	Headteacher
Executive Director - HR

	REVIEWED

	18/10/2023
	Laura Millard
Simon Smith
	Headteacher
Executive Director - HR

	REVIEWED

	13/03/2026
	Laura Millard
Kayleigh Davies
	Executive Headteacher
Head of HR




































PERSON SPECIFICATION – School SEND Operations Manager

PLEASE NOTE: The selection panel will use the criteria below to shortlist. Only those applicants who demonstrate that they meet all the emboldened criteria listed below (to the selection panel’s satisfaction) will be invited to interview.	

	
Person Specification


	
Selection Criteria
	
Assessed By

	
Education, Qualifications & Training                                                                     Essential         Desirable

	1.
	Evidence of professional training in preparation for a leadership role 
	Application Form/certificates
	
	X

	2.
	GCSE English language grade ‘C’ or equivalent 

	Application Form/certificates
	X
	

	3.
	Appropriate qualifications in SEND or an equivalent field, or substantial relevant experience.
	Application Form/certificates
	X
	

	4.
	Level 4 or level 5 diploma in school operations manager, business management or equivalent relevant qualification.
	Application Form/certificates
	
	X

	5.
	Recent and relevant training and awareness of current issues relating to compliance regarding: EHCP, admissions and the SEND Code of Practice.
	Application Form/certificates
	X
	

	6.
	Qualified as a Deputy Designated Safeguarding Lead
	Application Form/certificates
	
	X

	7.
	Evidence of Continuing Professional Development.
	Application Form/certificates
	X
	

	
Experience

	

	1. 
	Experience of leading, managing and advising at a senior level preferably in a school setting.
	Application form/Interview
	
	X

	2. 
	Experience of working with young people and families as part of admissions, EHCPs and meeting need.
	Application form/Interview
	X 
	

	3. 
	Experience of working with the LA and external agencies supporting EHCP, admissions and suitable provisions. 
	Application form/Interview
	X
	

	4. 
	[bookmark: _Hlk87187969]Experience of leading and advising on compliance within legal, statutory and organisational frameworks within the SEND code of practice. 
	Application form/Interview
	X
	

	5. 
	Experience of Safeguarding procedures and being a DSL.

	Application form/Interview
	
	X

	6. 
	Experience of planning residential trips. 
	Application form/Interview
	
	X

	7. 
	Experience of managing and organising medication.  
	Application form/Interview
	
	X

	8. 
	Experience of working as a team and being a team leader. 
	Application form/Interview
	X
	

	9. 
	Experience of challenging poor performance and implementing strategies for improvement.
	Application form/Interview
	
	X

	10. 
	Experience of working effectively with parents, Governors, Trustees, senior leaders and external agencies.
	Application form/Interview
	
	X

	
Skills and Ability

	1. 
	Excellent communication skills – ability to demonstrate and articulate a clear vision for the future of the school in the context of the short- and medium-term challenges.
	Application form/Interview
	x
	

	2. 
	Ability to interact and challenge senior school leaders.
	Application form/Interview
	x
	

	3. 
	Ability to set high expectations and standards, and provide a role model for children, young people and staff.
	Application form/Interview
	x
	

	4. 
	Ability to work effectively in partnership with parents, Trustees, Governors and the wider community.
	Application form/Interview

	x
	

	5. 
	Organisational skills to manage time effectively, meet potentially conflicting deadlines and work without close supervision
	Application form/Interview

	x
	

	6. 
	Ability to chair and contribute to meetings effectively.
	Application form/Interview
	x
	

	7. 
	Ability to make decisions based upon analysis, interpretation and understanding of relevant data and information from both within and outside school.
	Application form/Interview

	x
	

	
Knowledge

	1. 
	Knowledge of current educational issues and the broader agenda.
	Application form/Interview
	x
	

	2. 
	Update to date knowledge of EHCPs, admissions and the legal framework that we have to work within.
	Application form/Interview
	x
	

	3. 
	Knowledge of SEND legislation and procedures as they apply within an educational setting.
	Application form/Interview
	x
	

	4. 
	Knowledge of funding agreements regulations and how educational establishments are funded.
	Application form/Interview
	X
	

	5. 
	Knowledge of Safeguarding and Child Protection expectations.
	Application form/Interview
	x
	

	6. 
	Knowledge and understanding of strategies for inclusion and equal opportunities.
	Application form/Interview
	x
	

	
Work Circumstances

	1. 
	Driving licence and transport to be able to commute between all the sites within the New Bridge Multi-Academy Trust.
	Application form/Interview
	x
	

	2. 
	Flexible hours of work commensurate with the seniority of the post.
	Application form/Interview
	x
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