EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: School Admission Appeal Clerk
Department: Governance Services
Grade: Local Managerial Grade 2
Responsible to: School Appeals Manager
Purpose of the Role:
Parents have a right to appeal a decision where they applied for a school and the application was refused.  Every year hundreds of families in East Sussex submit such appeals which are heard by an Independent Appeal Panel.  Appeal decisions can have a real impact on both families and the school being appealed for.  At its heart therefore, school appeals is about justice and fairness and the School Admission Appeal Clerk has a key role in helping to deliver this.    
Clerks have the support of a School Appeals Manager who leads on ensuring appeals are conducred in accordance with statutory requirements and that all participants experience a service which is customer-focused, impartial and efficient.  The fundamental goal of the service is to ensure that whatever the outcome, both parties feel the decision was made in a fair and transparent manner.
In support of this, Clerks have the role of providing quality support and guidance to the Independent Appeal Panel, parents and admission authority representatives at  hearings, which can be in person or online.  Clerks have a varied role that requires interacting with people from a range of backgrounds, providing practical support that aids participation and offering legal and procedural advice on tricky matters live in a hearing.  The role can be fast-paced and involves working to tight deadlines and requires individuals who are well-organised, methodical, but also flexible as hearings can be subject to last minute changes.  Crucially Clerks lead on ensuring an accurate and accessible decision letter is produced which clearly sets out the Panel’s decision and reasoning.  In addition to attending hearings and producing decision letters, clerks prepare for hearings by reviewing case papers, attending team meetings and training sessions and assisting with follow-ups on hearings where there has been a subsequent query or complaint. 
Key tasks:
1. Be an independent source of advice on procedure, on both the School Admissions and School Admission Appeals Codes, and other relevant legal duties.  Advice offered to be given in the presence of all parties in the school admission appeal hearing. 
2. Ensure that the appeal process is run in a fair, efficient, professional and confidential manner.
3. Assist the Panel Chair with the management of the hearing.  The role will involve providing professional guidance to the Independent Appeal Panel, Admission Authority and the appellants. 
4. Remain with the Independent Appeal Panel when they withdraw to consider the appeals they have heard. To record their decisions and to only offer advice on law and procedure and any factual points the Independent Appeal Panel may need assistance with recalling.
5. Produce appeal decision letters that allows the School Appeals Manager sufficient time to ensure quality, accurate letters are dispatched in accordance with statutory deadlines. This will involve producing clear, accurate and comprehensive notes which record the proceedings, attendance, voting outcomes and panel decisions with reasons.
6. Provide additional notes and comments on appeals which maybe the subject of further queries or complaints or investigations by the Local Government and Social Care Ombudsman for maintained schools or the Department for Education for Free Schools and Academies,/ or other legal proceedings.
7. Liaise with and provide feedback both before and after a hearing as appropriate to the School Appeals Manager on issues relating to appeal case papers, the performance of appeal panel members, the service provided at appeal hearing venues and any other matters which might impact on the running of a fair and efficient service.

8. Ensure that at all times confidential information relating to appeal hearings is dealt with in accordance with General Data Protection Regulations and East Sussex County Council policies that relate to the storage and communication of sensitive personal data.  To help ensure data is dealt with in accordance with these requirements Clerks are required to use a laptop provided by East Sussex County Council.
9. Contribute towards the development of the appeals service by attendance at team meetings with the School Appeals Manager and other clerks on an ad hoc basis and by actively participating in the clerk peer review process.
10. Working with the Schools Appeals Manager, to keep up-to-date with the latest developments in the field and to help deliver training for panel members and new clerks on all aspects of the codes and related legislation.   
11. Be adaptive and flexible with regard to new ways of working and the adoption of new processes and technologies that enhance access, efficiency, transparency and security. 
12. Inform the School Appeals Manager as quickly as possible about any potential conflicts of interest.
13. Ensure you keep the School Appeals Manager informed about your availability for clerking school appeals.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work,  you should be aware of these Council priorities and align strategic decisions with them, proactively seeking appropriate opportunities in your work/service area, and that of others, to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce the environmental impact of your work, and that of the services you are responsible for.  
· Equality, Diversity and Inclusion – proactively contributing to an inclusive and supportive working environment.
· Making the best of our resources - always being aware of what you can do to maximise the use of public monies in the services we both commission and provide, and proactively identifying areas to improve value for money wherever possible. 
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PERSON SPECIFICATION
Essential education and qualifications
1. RQF level 2 in English and Maths 
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
3. Ability to understand, follow and explain sometimes complex legal and procedural processes. 
4. Ability to plan and organise a varied workload for self and others, working to short deadlines. 
5. Able to work unsupervised, but also able to recognise when it would be prudent to seek further advice.
6. Experience working in a professional capacity in formal meetings/hearings. 
7. Experience of producing reports/minutes or other written communications under pressure.  
8. Able to travel throughout East Sussex to appeal venues and for meetings at Council facilities
9. Able to participate in hearings and other meetings via remote means, such as via Microsoft Teams and to engage with relevant software in support of the appeal process.
10. Ability to demonstrate resilience, an example of which could be responding to a difficult situation. 
11. Knowledge of the Data Protection regulations including an understanding of data storage and retention schedules, and a commitment to maintain confidentiality. 
Desirable key skills, abilities, knowledge, experience, values and behaviours
12. Knowledge of the School Admissions Code, School Admission Appeals Code and other relevant legislation and guidance or training will be provided.
13. Legal or educational qualifications.
14. Knowledge of appeals law and guidance.
15. Knowledge of equalities legislation.
16. Knowledge of the general educational and local government framework within which appeals happen.
17. Experience of working as a clerk or legal adviser for other tribunals.
18. Experience as a teacher or other related educational professional
19. Experience of working with interpreters
20. Experience of working with minority groups
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	No

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	Yes

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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