Job Description
Post Title: Quality Assurance Officer – Children’s Services 
Location: Sutherland House School Bath Street, Nottingham, NG11DA
Contract Type: Full-time
Salary: £35,000 - £42,000 (depending on experience)
Main Purpose of the Role
To support commissioning assurance across Children and Young People’s Services at Autism East Midlands, with a particular focus on SEND non-maintained independent provision and children’s services. The role involves conducting predominantly desk-based audits, compliance reviews, data-led monitoring and provider visits where risks are identified. The officer will collaborate closely with local authorities, leaders in schools, placement teams and operational teams to ensure high standards of care, safety and compliance.
Key Responsibilities
· Carry out routine and timetabled audits and compliance reviews of SEND non-maintained and independent provisions
· Undertake audits as required, particularly where risk is identified
· Conduct data-led monitoring and risk assessments of services
· Escalate safeguarding concerns and support the school’s safeguarding procedures
· Monitor improvement actions and follow up with school leaders as needed
· Produce clear and accurate QA reports for internal and external stakeholders
· Maintain comprehensive and up-to-date records of audits, visits and compliance checks
· Collaborate effectively with local authorities, operational teams in schools and across Autism East Midlands
· Support preparations for Ofsted, LA audits, heath and safety audits SEND inspections etc.
· Contribute to continuous improvement of quality assurance processes within the school and wider services

Person Specification
Qualifications and training
· Educated to degree level or equivalent experience in a relevant field or hold relevant SEND qualifications
· Evidence of continued professional development in quality assurance, SEND education, or children’s services
Experience
· Experience of working in quality assurance, compliance, or auditing within education, social care, or SEND education 
· Experience of collaborative working across multidisciplinary teams
· Proven track record of producing clear, concise reports and maintaining accurate records
· Experience of safeguarding and risk assessment procedures
Skills and knowledge
· Good understanding of SEND provision, non-maintained and independent placements.
· Strong analytical and problem-solving skills
· Excellent written and verbal communication skills
· Working knowledge of relevant legislation and statutory guidance, including safeguarding (KCSIE), Ofsted, and SEND frameworks
· Ability to use IT systems to record, analyse, and report accurately on quality assurance activities
· Ability to identify risks and recommend improvement actions through data led approaches.
Personal qualities
· High professional standards and a commitment to quality and safeguarding
· Strong attention to detail and accuracy
· Ability to work independently and as part of a team
· Proactive and flexible approach to work
· Commitment to upholding and promoting the ethos and values of the school
· Commitment to equality, diversity, and inclusion
Safeguarding
Sutherland House School is committed to safeguarding and promoting the welfare of children. All appointments will be subject to satisfactory completion of safeguarding checks, in line with Keeping Children Safe in Education (KCSIE).

	Category
	Essential
	Desirable

	Qualifications and Training
	• Degree or equivalent qualification
• Relevant training/experience in SEND education or children’s services
• Evidence of continued professional development in quality assurance, SEND, or children’s services

	• Postgraduate qualification in a relevant field
• Professional qualification in quality assurance or auditing

	Experience
	• Experience in quality assurance, compliance, or auditing within education, social care, or SEND services
• Experience of multidisciplinary collaborative working
• Experience of safeguarding and risk assessment in a children's services context
• Proven track record of producing clear, concise reports and maintaining accurate records
	• Experience of working with commissioning teams
• Experience of supporting Ofsted or SEND inspections


	Skills and Knowledge
	• Excellent analytical and report writing skills
• Strong IT proficiency, including Microsoft Office and case management systems
• In-depth knowledge of KCSIE, Ofsted inspection frameworks, and SEND regulations
• Ability to interpret and apply statutory guidance and frameworks
• Effective communication and interpersonal skills
• Ability to identify risks and recommend improvement actions through data-led approaches
	• Knowledge of commissioning processes and local authority procedures
• Experience using specific QA or audit software
• Understanding of children's social care legislation and residential care standards

	Personal Qualities
	• Outstanding attention to detail and professionalism
• Proactive and able to take initiative
• Commitment to equality, diversity, and inclusion
• Alignment with the ethos and values of Sutherland House School and Autism East Midlands
• High professional standards and a commitment to quality and safeguarding
• Ability to work independently and as part of a team
• Strong organisational skills and ability to manage multiple priorities
	• Resilience and ability to work under pressure
• Flexibility and adaptability in approach to work



