
 
 

Agency Decision Maker 

JOB DESCRIPTION 

 

ADM JD Final September 2021 

With you we can make it happen 

 

St Francis’ Children’s Society is a specialist adoption agency providing a range of services to people for whom 

adoption is part of their life, has been part of their life or indeed, might become a part of their life. We are 

a registered charity and have been trusted with supporting the most vulnerable children in society for 150 

years.  Our approach is universal and we welcome all kinds of families for all kinds of children. 
 

ROLE DESCRIPTION 
 

Title:   Agency Decision Maker  

 
Reports to:  CEO    

 

Remuneration:       £45,591     (Pro rata)                                                                              

 

Hours:  0.1 FTE, worked with pattern of Panel meetings 

    

Location:   Mostly remote, with some hours in Milton Keynes 

 

Primary purpose 

 

The postholder will make all decisions relating to the approval status of prospective and approved 

adopters about whom the Society’s Adoption Panel makes recommendations regarding their suitability to 

adopt. 

The Society is legally required to have a Decision Maker who considers the recommendations made by the 

Adoption panel and decides whether to accept or reject them.  

This role is a key element of the core services delivered by the Society, and the ADM will support the 

effective delivery of quality services to families and children through contribution to the wider management 

of the organisation. 

 

Key tasks 

 

1. Making decisions about adoption in accordance with relevant legislation, policies, procedures, and 

best practice. The post holder is one of the main staff accountable for the Society’s compliance with 

statutory and regulatory requirements in adoption. 

 

2. Maintaining an up-to-date knowledge on new legislation, case law, policy guidance and local/regional 

policy developments, and supporting the implementation of new legislation in conjunction with senior 

managers.   

 

3. Making and communicating the decision made following Panel recommendation to the Panel Advisor 

within the statutory timeframe.   

 



4. Alerting the Panel Advisor and Management Team to matters concerning performance targets 

including timescales, the quality of reports presented and minutes produced, and Panel performance, 

supporting the Society in achieving improvements where indicated  

 

5. Providing training to key staff on the role and function of the ADM.  

 

6. Ensuring that issues of equality and diversity are properly reflected and addressed in the documents 

upon which the post holder’s decisions are based. 

 

7. Ensuring the Panel Chair is suitably qualified and equipped to discharge their duties. The Decision 

Maker conducts annual appraisals of panel chairs based on: observation of panel, quality of the panel 

minutes and the panel’s recommendations. 

 

8. Playing a key role in the strategic development of services delivered by the Society, through provision 

of specialist knowledge and expertise, attendance at quarterly Panel Business Meetings and other 

meetings / training events. 

 

General 

1. To work within the core values of the Society, Children Act 1989, Adoption and Children Act 2002, 

other relevant legislation, Adoption regulations and National Minimum Standards and the Society’s 

policies and procedures. To maintain an up to date knowledge of developments in adoption.  

 

2. To undertake regular supervision and act on direction appropriate to the post as agreed with the 

Line Manager.  

 

3. To take responsibility to identify personal professional development and training needs and 

participate in training opportunities in order to ensure that professional competence is maintained 

and developed.   

 

4. The role demands availability to undertake decision making within statutory timescales, and to 

attend meetings relating to the Panel function as indicated.  The post holder must be able to 

prioritise the Decision Making process in line with the schedule of Panel Meetings. 

 

5. To undertake further duties at the request of the Management Team. 

 

Safeguarding, Confidentiality and Equal Opportunities 

All staff are expected to be familiar with and comply with the Society’s safeguarding, confidentiality and equal 

opportunities policies. 

 

Appointment to post would be subject to satisfactory enhanced DBS clearance and where appropriate, local 
authority checks. 

 

The organisation is first and foremost committed to safeguarding and promoting the welfare of children and young 

people, expects all staff and volunteers working with children to share this commitment, and applies recruitment and 

selection procedures which seek to ensure that no employee or volunteer is appointed who may pose a risk to children 

or is otherwise unsuitable to work with them.  

 


