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JOB DESCRIPTION

	Job Title: Personal Educational Planning (PEP) Co-Ordinator    
Sector / Section: Student Experience 
Grade: Scale 5
Directly responsible to:
Wellbeing and Pastoral Manager 
Directly responsible for: 
N/A



	PURPOSE OF JOB:

The key purpose of the role is to ensure the smooth running and timely completion of the PEP and LAC process for students at Bolton College. 
This will involve chairing PEP review meetings and attending regular LAC reviews with external agencies. 
To disseminate key information and actions following on from these meetings. 




	Main Responsibilties and Duties : 

1. To ensure the smooth running and timely completion of the PEP meetings and LAC reviews for an allocated caseload of LAC students at Bolton College. 
2. To work closely with the Designated Person (Pastoral and Wellbeing Manager) ensuring effective communication regarding LAC students
3. Liaise with relevant external agencies to arrange termly PEP reviews. 
4. Collate student progress information (via college systems and relevant staff) in preparation for termly PEP reviews.

5. Arrange ‘student preparation’ meeting prior to termly PEP reviews taking place.

6. Co-ordinate and chair termly PEP reviews.

7. Attend regular meetings with designated person to report on progress. 

8. To prepare for and represent the college at LAC reviews to provide an overview on the student’s academic progress.

9. Following on from PEP and LAC reviews, delegate key information and ensure actions (such as making relevant referals) completed in a timely manner.

10. To be responsible for updating college systems to ensure accuracy of student information in relation to LAC students.

11. Attend regular refresher training regarding PEP updates and the expectations of the completion of PEP reviews. 

In carrying out his / her duties the appointee must:
12. To actively promote the College’s Equality and Diversity Policy. 
13. Any other duties commensurate with the skills, knowledge and experience of the post-holder as may be required from time to time.
14. The post-holder may be required in the pursuance of their duties to perform services not only for the Corporation but also for any subsidiary.
15. The post-holder is expected to work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Corporation.The post-holder will be expected to comply with any rules and regulations which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.
16. In carrying out their duties the appointee must be fully aware of and comply with:
· College Health and Safety Policy and Regulations

· Equality and Diversity Policy

· Safeguarding Children and Adults At Risk Policies


	PHYSICAL CONDITIONS

Place of Work

The principal place of work for this post will be the Corporation’s premises at the Deane Road Campus.  However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provide services or at other locations, mainly in the Bolton area when required.
Working Hours

The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities with a minimum of 37 hours per week.  Your pattern of work will need to be flexible and will may vary from time to time.  The post holder may from time to time be required to work on a Saturday or Sunday, in which case time off in lieu will be given during the normal working week.  




	Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed.  The Corporation reserves the right to extend the probationary period, if, its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving one month written notice.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

Appraisal

The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.  

In the interests of health and safety, smoking is not permitted in Bolton College.
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