012-18

[image: image1.jpg]X0

&
<,

oF

%
(O




JOB DESCRIPTION 

	JOB TITLE:
           Inclusion Officer 
Sector/Section:                Learner Support
Grade:                             Scale 6
Directly responsible to:    Transition and Support Leader



	PURPOSE OF JOB:

To work within the Transition and Assessment team to identify and address the individual needs of potential and current learners.
To assist in the planning and  preparing of applications for individual funding  for learners with support needs. 


	MAIN RESPONSIBILITIES AND DUTIES:

1. Assist the Transition and Support Leader and Head of Area to collate essential information regarding learners with high cost support requirements within the given deadlines dictated by local authorities  and funding bodies. 
2. Assist in the composition of  high cost  ALS forms to the standard required by the relevant local authorities. 

3. Assist as required in the completion of all aspects of EHCP reviews and statutory requests for EHCP.  As required assist in all aspects of the administration of EHCP reviews.

4. Assist in the writing of baseline profiles and additional support plans for vulnerable learners who have complex physical , medical , behavioural and/or learning difficulties.

5. Arrange individual sampling visits for learners with a range of support needs.  Liaise with cross college departments and with key staff within Learner Support to set up visits.

6. Visit schools/other providers to offer initial guidance relating to the role of the Learner Support team at Bolton College and the various support mechanisms available to learners placed in departments across the College.

7. Deal with entry level queries relating to the Transition and Support teams and offer customer support to individual learners, parents, carers and professionals who enquire with the service.

8. Deliver initial assessments to potential learners both in schools and college on a one to one basis.

9. Keep up to date with developments regarding learners with learning difficulties and disabilities and funding methodologies regarding  the area of additional learning support. 

10. To assist the Transition and Support Leader to assess the support needs for learners with a range of learning difficulties and/or disabilities. 
11. Undertake individual inteviews  to identify the support needs of potential and current learners.
12. Liaise with schools and other agencies to promote the college to learners with support needs.
13. Conduct college tours with potential learners, parents and other agencies to support learners in the decision they make regarding their transition.
14. Attend team meetings and staff development linked to the work of the transition and assessment team and also the wider learner support team. 
15. Liaise with a variety of agencies including personal tutors, vocational tutors, schools, social workers and Connexions.

16. Assist the  to advise and support high risk learners to maintain their place in college.  This will include significant inter-agency work with social services, health teams , schools and the youth justice system. 
17. Work with other team members to appropriately plan and prioritise the requirements of the many feeder school and other providers in Bolton and the surrounding areas.
18. Assist the Transition and Support Leader to source appropriate aids, adaptations and resources as appropriate to individual need.

	Quality Assurance
1. Comply with all College quality assurance systems including self-assessment, reviews, and target setting.

2. Maintain and complete auditable records of direct contact with learners, carers and external/internal agencies.

3. Monitor and make effective use of resources under the direction of the Head of Area.

4. Proactively use College data systems to monitor students’ attendance, activity, retention and achievement and produce reports and action plans as appropriate.

5. Attend and contribute to appropriate meetings as identified by line manager.

6. Ensure requests for reconciliation of student data returns are returned by deadline.
7. Ensure course teams comply within College’s financial regulations and be aware of themd.
College Responsibilities

8. Undertake such other duties as may be required by the Principal commensurate with the grade and nature of the post.

9. Promote and market the College

10. The post holder will be expected to work flexibly and efficiently to maintain the highest professional standards and to promote and implement the policies for the Corporation.

11. 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.

12. In carrying out his/her duties the appointee must:-

· Comply with Health & Safety Regulations

· Be aware of the College statement on Health & Safety

· Ensure a safe working environment for all learners at all times.

13. Comply with all College’s Personnel Policies and Procedures including equal opportunities.


	PHYSICAL CONDITIONS

Place of Work

The principal place of work for this post will be the Corporation’s premises at the Deane Road Centre.  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 e.g. schools to promote the course.   

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 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.  The post will require some evening work to support student performance and may require Saturday working.




	SOCIAL CONDITIONS

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.  

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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