Job Description

Section A: Job Profile
The job profile outlines key information relating to the salary and working conditions e.g., location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Adoption Panel & Agency Adviser – Adoption

	Salary:
	£54,495 to £62,422 

	Grade:
	Grade: 14 to 15  (SCP 43 to 50)

	Hours:
	37   

	Team:
	Adoption Panels (Oxford/Swindon & Berkshire) and Adoption Service

	Service Area:
	Adopt Thames Valley Regional Adoption Agency  

	Primary Location:
	Union St. 
Oxford, 
OX4 1JP 
or 
Woodley Airfield Centre, 
Hurricane Way
Reading. 
RG5 4UX

 
Please note we are actively looking at our ways of working using everything we have learnt and heard from our people about the organisational and personal benefits of agile working.  What you can absolutely expect from working at Oxfordshire County Council (OCC) is that you will have the support to do your job and deliver great results, wherever you are based.  Each role at OCC is different and we know the needs of individuals are also varied, and so our approach to where and how often we would like to see you in person will be taken depending on the requirements of the role and in collaboration with you as part of the recruitment process


	Budget responsibility:
	Adoption Panels

	Responsible to:
	Head of Service Adopt Thames Valley

	Responsible for:
	Adoption Panels 

	Political Restricted Post:
	no


Job Purpose
	[bookmark: _Hlk513794740]A brief overview of the key objectives of the job:
To ensure statutory requirements are met under Adoption & Children Act 2002, Adoption Agency Regulations 2005 and Fostering Regulations 2011 by offering professional advice to the Adoption  Panels.  To advise, consult and contribute to training and policy development.   
The Adoption & Children Act 2002 requires that the agency appoint a senior member of staff as the Agency Adviser. The regulations specify that the Agency Adviser has to be social work qualified with at least 5 years relevant post qualification experience and management experience that the agency considers relevant. The primary role of the Agency Adviser is to provide professional advice to the panels and agency and to ensure that high quality adoption services are provided by Adopt Thames Valley in compliance with the Adoption Agency Regulations.   
The Adoption Adviser will contribute to the management of the Adoption &, Permanence service by playing an active part in the management team.
The Adoption Adviser is responsible for monitoring the performance of panel members and the adoption service and ensuring best practice is achieved.  In addition, s/he is responsible for monitoring outcomes resulting from the decisions made for children for whom adoption is the care plan and for ensuring information sharing is of a high standard.
The Adoption Agency Adviser will be expected to negotiate and liaise on behalf of the Directorate with other areas of the Council, to undertake audits and reviews of services and to work with operational staff to promote their development and manage new services, in accordance with statute and the government’s agenda.



Job Responsibilities 
	This is a bullet point list of the main duties or tasks that the post holder will be expected to undertake.

· To provide advice to Agency Decision makers when considering whether a child should be placed for adoption 

· To be responsible for working collaboratively with the Head of Service in reviewing and developing the service in accordance with related legislation, regulations, national and local priorities and council priorities and performance indicators.  To undertake projects and other pieces of work as required in achieving this aim.

· To have management oversight of the administration of the Panels. To ensure that children’s care plans for adoption are considered by the Agency Decision Maker or Panel in a timely manner so as to avoid drift and to ensure that there is no delay to the court timeframe. 

· To take responsibility for appointing, reviewing, and monitoring the performance of Panel members, for their induction, supervision and, together with the Chair, conducting their annual appraisals. This will include senior colleagues from other agencies as well as elected members of the Council.

· To maintain up to date files on Panel members to contain the necessary DBS clearance, confidentiality undertakings, references, qualifications, and annual appraisal records.

· To organise statutory training days for Panel members and staff as required in the regulations. 

· To have an explicit quality assurance role in relation to reports presented to Panel. The Adoption Agency Adviser has responsibility for producing Panel procedures and the constitution and terms of reference and for ensuring Panel members adhere to these.

· To read all reports submitted for Panel, advise practitioners on the information and structuring of panel reports and make the decision, alongside the Chair, about whether the report is of a sufficiently high standard to be included on the Panel agenda and any changes or additional work that is required.

· To give professional advice to Panel, liaise between the agency and Panel and to meet with the Agency Decision Maker and brief him/her on the discussions and recommendations of the Panel.

· To work alongside the independent Panel Chair to ensure that Panel runs smoothly and is compliant with regulation in its make-up and all its activity. You will need to have capacity to support and challenge the Panel Chair where appropriate.


· To compile quarterly reports of Panel activity and co-ordinate and contribute significantly to the annual report of both Panel and the Adoption Service that is presented to the ATV Partnership Board/ Corporate Parenting Panel etc.

· To maintain statistical information on the activity of Panel and for keeping information on the performance of childcare planning work and assessment work with prospective adopters against the Adoption National Minimum standards.

· To provide professional advice to practitioners and managers on the quality and practice issues in relation to reports presented to Panel and practice across the Directorate. 

· To respond on behalf of the agency to consultation documents from the Department for Education and other agencies and to represent the agency on other local and national groups.

· To provide and co-ordinate training on relevant legislation, practice, and policy to staff across the agency and/or to partners on behalf of the agency as required.

· To liaise and, where agreed, be the identified contact with, other national agencies in relation to adoption and permanence including Coram BAAF, CAFCASS and partners in the region. 

· To participate with the management team in planning adopter training and adopter forums for the service and to ensure the use of outside trainers and advisers is compliant with regulations.

· To develop policy & procedure for new service developments involving consultation with internal staff, external agencies and when appropriate, elected members.

· To assist and, where appropriate, take the lead in planning, implementing and informing operational staff and other stakeholders of developments in policy, procedure and practice.

· To write and maintain operational procedures as required and provide professional advice to staff in relation to internal operational instructions.

· To prepare and present reports to appropriate forums.

· To assist in the gathering, analysis and dissemination of data, performance appraisal and outcome measurement.

· To assist the Directorate in preparing for external inspections, external audits and reviews, which may include the preparation of reports and documents, supporting and advising staff and assisting the external auditors with their schedule during their visit.

· To represent and promote the interests of ATV on an inter-agency basis to ensure co-ordination and co-operation between the statutory, voluntary and the independent sector. 

· To maintain an overview of national policy and guidance and assist the Directorate in developing and implementing its response. To develop operational policies and procedures to support the development of services.

· To have specific responsibility to keep up to date on any changes to the legislative framework or any key practice developments and inform key operational staff of these changes and take a lead role in the development and review of policy and procedure in this field. Within this capacity, the Adoption Agency Adviser will need to meet regularly with Fostering & Adoption Managers, Independent Reviewing Officers, fieldwork managers and the legal department to ensure managers are updated and advised on key development issues.

· To have a role in wider permanency planning for children we care for through the regular permanency planning meetings and offer advice on a case-by-case basis.


Resource management

· To assist in the management and planning of budgets for the panels and to ensure compliance with all financial regulations.

· To take responsibility for evaluations, service reviews and audits of specific services or policies.

· To recruit, appoint and manage Panel members. 

· To cover the service in the absence or in place of Adoption Team Managers. 

· To assist in the investigation of complaints in relation to Panel matters in liaison with the Department’s Complaints Officer and Head of Service when required. 

· To ensure the effective deployment and use of communication systems, including IT systems and team brief/meetings, to provide information about current policy and procedure and decision making to staff, clients and their representatives.

General

· To be responsible for keeping up to date with national and local developments which may affect policy and procedure and assisting in the implementation of change where this is necessary.
· To work at all times within the council’s  Health and Safety Policy.
· To work within and actively promote the Council’s Equal Opportunities policy on service delivery and personnel practice.
· To undertake specific pieces of work as requested by the Head of Service.
· To be responsible for Members’ interface with the adoption service and for promoting the service across the county, including the use of positive media coverage.
· To undertake such other duties appropriate to the grade and character of the work as may reasonably be required within the Department.

The list of duties in the job description should not be regarded as exhaustive. The post holder will be expected to adopt a flexible attitude to the duties which may have to be varied, subject to the needs of the service and in keeping with the general profile of the post.   
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Our Values 
Our organisational values underpin everything we do and say and are supported by policies, processes and guidance. In short, our values describe ‘the way we do things here’ so that we deliver great services for our residents. Our values are:
· Always learning
· Be kind and care
· Equality and integrity in all we do
· Taking responsibility
· Daring to do it differently 
Everyone that works for us demonstrates their commitment to these values.  We will ask you to demonstrate your commitment to these values, and their associated behaviours, throughout the application process.
Section B: Selection Criteria/Person Specification
[bookmark: _Hlk535396426]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have to perform the job. 

Each of the criteria listed below, and your commitment to our values, will be measured through the application form/CV (A) and optionally one or more of the following - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. 

	Essential Criteria
	Assessed By:

	 Educational achievements, Qualifications, Training and Knowledge
· Professional social work qualification
· SWE registered
Evidence of continuous professional development

	A; D; I

	Experience
· At least five years relevant post-qualifying experience.
· Experience of working in adoption, either through planning and placing children or assessing carers
· Relevant management experience
· Experience of effective supervision or coaching of staff, including practice teaching. 
· Experience and understanding of working with vulnerable children, young people and families
· Experience of effective working with other agencies and services 
Experience of assessing and managing risk in children’s services   
	A; I

	Job related aptitude and skills
· Effective leadership which promotes good communication, staff management and individual/team performance.
· Demonstrates that children, young people and families are at the centre of practice and decision making processes. 
· Demonstrates a level of strategic awareness which promotes partnership working, effective budget management and positive outcomes for children, young people and their families 
· Ability to develop and manage systems with the effective use of IT
· Ability to attend work regularly and on time
	A; P/T; I

	Personal qualities
· Evidence of working in a child & family centred way, of having an ethical approach to social work practice, commitment to develop individuals & teams, including commitment to develop & promote the principle of equal opportunities for all.
· A strong role model who leads by example, enthuses, supports the team and has the ability to work under pressure. 
· Evidence of having an impact and is an influential communicator and negotiator
· Evidence of integrity and the ability to inspire others. 
· Active communication
· Motivating and influencing 
· Delivering results 
· Strategic awareness
· Improving performance
· Decision making
· Customer focus
· Personal effectiveness
· Ability to relate to those at all levels in the organisation
	I; P

	Special Requirements
· Satisfactory enhanced Disclosure and Barring Service disclosure.
· Ability to work flexible hours
· To be able to prioritise urgent work needs when required
· Ability to travel to meetings at short notice over a wide and rural area

	A; D; I

	Equal Opportunities
Commitment to, and understanding of, the principles of Equal Opportunities for all, in employment and the delivery of services.
	A; I

	
	

	
	

	Desirable Criteria
	Assessed By:

	Educational achievements, Qualifications, Training and Knowledge
· Evidence of PQ training 
· A management qualification
· Awareness of Local and National Government agenda
· Evidence of additional relevant training
	A; I

	Experience
· Previous experience of working in a statutory setting
· Additional management experience
· Experience of working in a front line service area
	A; I

	Job related aptitude and skills
· Good IT skills 
· Ability to represent the team and the department at an inter-agency level 
· Ability to understand, collect and analyse data
· Ability to ensure systems and processes are adhered to

	A; I; 

	Personal qualities
· Good communication skills 
· Evidence of effective people management
	A; I
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre employment checks specific to this role are identified below (those ticked).

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring


	☐
	Other (please specify): 



[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	☐
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	
	Significant use of computers (display screen equipment)
	☐
	Work with vulnerable children or vulnerable adults

	☐
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	☐
	Face-to-face contact with members of the public


	☐
	Other (please specify): 
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