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	Job Title: High Needs Funding Lead
Reports to: Head of SEND and Learning Support
Base: Roundhouse


	Hours: 37 hours per week, 52 weeks a year 
Contract Type: Support
Holidays: 20 Days subject to service increase, plus 8 bank holidays and 6 College closure days.
Salary: £34,735 per annum 


	Job Purpose 

The High Needs Funding Lead is responsible for coordinating all aspects of High Needs funding and Adult and Apprenticeships ALS income. This role will be responsible for ensuring data accuracy for all High Needs and EHCPS to provide regular and accurate up to date data directly to the Head of SEND and Learning Support and any required external meetings with the Local Authority (LA’s). Aswell as ensuring that High Needs students receive the appropriate financial support and that their needs are accurately recorded on the Individual Learner Records (ILRs).

This role will directly line manager Learning Support Administrators to ensure the effective delivery of the funding and EHCPs.

The High Needs Funding Lead will work closely with the Learning Support Manager and Management Information System (MIS) team to ensure correct data accuracy, triggers for funding claims, conduct audits of High Needs provision, and manage the reporting and reconciliation of High Needs funding.


	Key Responsibilities 

1. Coordination of High Needs Funding
· Manage the High Needs funding process, ensuring that students with High Needs receive the correct funding allocations as per statutory and DCGs guidelines.
· Manage a team of administrators who will process funding claims in readiness for the ILR returns, and all EHCP legal duties to directly support the Learning Support Team.
· Work closely with the MIS team to ensure that High Needs students are properly identified and the correct information is captured in the ILRs for accurate funding claims.
· Oversee the submission of High Needs funding claims to the relevant funding bodies, ensuring compliance with all deadlines and funding rules.
· Ensure that Education, Health, and Care Plans (EHCPs) are correctly used to trigger funding and that all associated documentation is accurate and up to date.
· Oversee the submission of the Apprenticeship and Adult ALS claims to ensure targets met and support is in place.
2. Collaboration with Stakeholders
· Liaise with external bodies such as Local Authorities, SEND teams, and funding agencies to ensure the accurate processing of claims and the effective use of High Needs funding.
· Provide guidance to staff on the eligibility and application process for High Needs funding, ensuring that all relevant staff are informed and compliant with policies and procedures.
3. MIS and ILR Management
· Ensure that High Needs students are correctly recorded on the ILRs in accordance with funding rules, ensuring that any triggers for funding are accurately applied and reported.
· Work with the MIS team to resolve any issues related to ILR submissions and ensure that data related to High Needs students is accurate and up to date.
· Coordinate the verification and correction of ILR data, addressing any discrepancies and ensuring funding claims reflect actual student support needs.
4. Auditing and Compliance
· Conduct regular audits of High Needs funding and related records to ensure compliance with internal policies, funding requirements, and external regulations.
· Ensure that records of High Needs funding are accurate, complete, and readily available for internal and external audits.
· Lead the preparation of reports for external audits or inspections, ensuring all necessary documentation and data are provided to meet compliance standards.
5. Reporting and Monitoring
· Develop and maintain a system for tracking and reporting on High Needs funding claims, ensuring transparency, accountability, and timely reporting.
· Provide regular updates to the Head of SEND and Vice Principal on High Needs claims, Adult and Apprenticeship income targets
· Prepare financial reports and contribute to budget planning, ensuring the efficient and appropriate use of High Needs funding within the college.
6. Training and Support
· Provide training to staff involved in the High Needs funding process, ensuring they understand their roles in accurately recording and claiming funding.
· Support the Learning Support and Inclusion teams in understanding the High Needs funding mechanisms and how to access support for students with additional needs.


	Person Specification 

	Competencies

Essential
· Extensive experience managing High Needs Funding 
· Eye for detail and effective report writing during audit and compliance checks
· Ability to manage workload effectively and deploy resource to ensure income targets are met and High Needs claims are adhered to.
· Demonstrate excellent analytical skills in a financial content


	Knowledge & Experience 

Essential

· Strong understanding of the Funding rules (High Needs, Adult and Apprenticeships)
· Proven experience of conducting internal audits and making recommendations to solve problems
· Experience working with external stakeholders (Local Authorities, SEND teams)
· Experience with data management systems and reporting tools
· Experience of financial budgeting and reporting
· Experience of managing a team 


	Qualifications

Essential 
· English and Maths L2/ GCSE 4/C.
· Business Management qualification Level 3 or above, or equivalent.
· Experience and competency in using software for reporting and analysing data, utilising data to make informed decisions.

Desirable:
· SEND specific qualification or willing to work towards.
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