Lancashire County Council
Operational Context Form
	Post title: Virtual School Admissions Officer. 

	Directorate: Children and Young People
	Location:
	County Hall, Preston

	Establishment or team:
	Virtual School Team
	Post number:
	


	Grade:
	Grade 7
	Staff responsibility:
	None
	
Essential car user:

	No

	The purpose of this job is:
To manage a caseload of CLA / PLAC where a new school place is being sought. To liaise with parents / carers and social workers about the schools in the locality with advice around OFSTED judgements and place availability. 
To investigate children at the point of referral to the Virtual School or local Pupil Access Team and to consider any concerns around the suitability of the education to be provided.   
To organise admissions meetings, with relevant professionals, to ensure CLA pupils are admitted with the appropriate support and challenges are addressed where there are barriers to admission.  
Scope of Work 
This role is 0.6 working on behalf of Lancashire Virtual School to ensure the swift and equitable access to schooling for children who are looked-after and previously looked after.
This role is 0.4 working on behalf of Pupil Access securing school places for children who are looked-after by LAs other than Lancashire and ensuring that they have swift and equitable access to schooling.
We are seeking a dedicated and compassionate Admissions Support Officer to join our team. The successful candidate will play a crucial role in supporting the admission of looked-after children into schools within Lancashire and out-of-county. This position requires a deep understanding of the unique challenges faced by looked-after children and a commitment to ensuring their smooth transition into educational settings. 
The postholder will need a comprehensive understanding of the legislation and guidance around school admissions to inform negotiations of school places. There will need to be knowledge of in-year admission arrangements, the pressure for school places and the fair access protocols used to distribute pupils within a locality. 
There will also need to be knowledge and understanding of: 
School Admissions Code. School admissions code - GOV.UK
SEN Code of Practice. SEND code of practice: 0 to 25 years - GOV.UK
Promoting the Education of Looked After Children. https://www.gov.uk/government/publications/promoting-the-education-of-looked-after-children 
Exclusions Guidance. School suspensions and permanent exclusions - GOV.UK
Fair Access Guidance. Fair access protocols: advice for local authorities and school admission authorities
Admissions Coordination: 
· To be the first point of contact in respect of Lancashire CLA and out of county CLA placed in Lancashire and to liaise with SW and VS around securing an appropriate school place or provision. 
· In line with the Schools Admissions Code, facilitate the admission process for looked-after children, ensuring timely and efficient placement in appropriate educational settings for Lancashire looked-after children within Lancashire and out-of-county. To also act as a key point of contact for other Virtual Schools who are seeking placement in a Lancashire school for one of their learners, signposting to schools and settings as appropriate.
· Liaison: Act as the primary point of contact between schools, local authorities, foster carers, and social workers to coordinate and support the admission process. Liaise with colleagues in SEND on behalf of Lancashire Virtual School and other virtual schools when required.
· Advocacy: Advocate for the educational needs and rights of looked-after children, ensuring they receive the necessary support and resources.
· Documentation: Maintain accurate records of admissions, placements, and support provided, ensuring compliance with relevant regulations and policies. Prepare letters of direction when required on behalf of the Virtual School headteacher and Access to Education Entitlements Lead Officer, ensuring that they are compliant with the law and that they are drawn up in a timely fashion so that there is no drift & delay in placing looked-after children in an appropriate setting.
· Support Services: Provide ongoing support to looked-after children and previously looked-after children and their carers, addressing any issues that may arise during the admission and transition process.
· Training and Development: Offer training and guidance to school staff on the specific needs and challenges of looked-after children.
· Compliance: Ensure all admissions processes comply with statutory guidance and legal requirements related to looked-after children, including the Children Act 1989 and the School Admissions Code.
· Promoting Education: Implement and adhere to the statutory guidance on "Promoting the Education of Looked-After Children and Previously Looked-After Children," ensuring that these children receive the support they need to achieve their educational potential.
· Training: To play an active role in the Virtual School's training offer to school colleagues and Children's Social Care colleagues so that all stakeholders involved in the admission process are clear about the timelines and expectations of schools and the LA.



	Accountabilities / Responsibilities – appropriate for this post:
Ensuring that CLA pupils are admitted within statutory time scales by gathering comprehensive background information and organising professionals' meetings where necessary. Statutory guidance for the Virtual School states that there must be no drift and delay in children who are looked-after being admitted to schools and you will ensure that this is enacted on behalf of LCC.
Responsible for contributing to the development of a variety of systems and processes to ensure that there is consistency and equity in the placement of looked-after children, sharing these decisions with those responsible for Fair Access Protocols so that these admissions can be reflected in those numbers if needed.
Gathering evidence to inform a pre-direction letter when schools refuse to admit CLA pupils and using this information to pre-populate the letter on behalf of the Virtual School Headteacher and the Access to Education Lead Officer.
Oversight of the process for in year admissions to schools to ensure that statutory timescales are met by carers and Social Workers for parents making an application for Lancashire children who are looked-after. 
To gather the child's voice regarding their educational provision, where appropriate.
Foster excellent working relationships with relevant agencies / professionals in respect of CLA / PLAC school admission enquiries. 
To understand locally agreed Fair Access arrangements to ensure the distribution of vulnerable children across the schools within a district. 
To track the placements of CLA pupils across Lancashire schools by maintaining a district overview in liaison with Pupil Access colleagues, around Fair Access.   
To work with colleagues in Inclusion where CLA / Prev CLA children have special educational needs or an EHCP and need a school place.
To undertake the investigations needed to respond to FOIs / Complaints / VIP queries linked to cases of looked-after children.

	Additional supporting information – specific to this post:
Knowledge and understanding of statutory guidance in relation to Looked-After Children, Admissions, Admission Appeals and Exclusions.  Knowledge of authority policy in relation to home to school transport and entitlement to free school meals.


	Prepared by:
	Debbie Ormerod & Vanessa Nice
	Date:
	October 2025



The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of duties that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are expected to be flexible and to operate in different areas of work/carry out different duties as required.

Equal opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements.  We expect all employees to understand and promote this policy in their work.

Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-operate with us to apply our general statement of health and safety policy.

Safeguarding commitment
We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

Customer Focus
We put our customers'' needs and expectations at the heart of all that we do.  We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

Skills Pledge
We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 qualification in literacy and / or numeracy if they do not have one already.















`Lancashire County Council


	Person specification 

	Post title:  Virtual School Admissions Officer.
	Grade: Grade 7 

	Directorate: Education, Culture and Skills
	Post number:

	Establishment or team: Virtual School Team. 

	Requirements

	Essential (E)
or
Desirable (D)
	To be identified by: application form (AF),
interview (I),
test (T), or
other (give details)

	Qualifications
	
	

	5 GCSE at A-C or equivalent including English and Maths     
	E
	AF

	Management qualification at NVQ level 3 or equivalent      
	D
	AF

	     
	     
	     

	Experience
	
	

	Experience of successfully working in a multi-disciplinary setting.
	E
	AF/I

	Experience of working with schools.
	E
	AF/I 

	Experience of working independently with specialised IT systems / software.
	E
	AF/I 

	Effectively handling of complex queries, including complaints and information requests.
	E
	AF/I 

	Experience of working with other professionals to secure a desired outcome for vulnerable pupils.
	E
	AF/I

	Experience of working with children who are Looked After.
	D
	AF/I

	
	
	

	Knowledge and skills
	
	

	Ability to provide clear professional advice to carers, school staff and other professionals on education matters, linked to the role.
	E
	AF/I 

	Excellent interpersonal skills, both oral and written, with the ability to negotiate effectively and to communicate difficult messages.
	E
	AF/I/T 

	Ability to manage and prioritise a caseload and to maintain good casework records.
	E
	AF/I 

	Ability to work as part of a team but also autonomously and without constant supervision.
	E
	AF/I

	Working within timescales and statutory requirements and to respond to conflicting pressures. 
	E
	AF/I

	Proven record keeping and data handling skills. 
	D
	AF/I

	Sound knowledge of education law in relation to school admissions, Fair Access & exclusions. 
	E
	AF/I

	Understanding of the role that the Virtual School plays in the education of children who are Looked After.
	D
	AF/I

	Ability to deal with sensitive / confidential work issues.
	E
	AF/I

	Ability to advocate on behalf of vulnerable learners with Senior Leaders in schools.
	E
	AF/I

	Other (including special requirements)

1. Commitment to equality and diversity
2. Commitment to health and safety
3. Display the LCC values and behaviours at all times and actively promote them in others
4. Commitment to attendance at work. 
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	Date: October 2025
		
	
	

	Note:	We will always consider your references before confirming a job offer in writing.




