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Job Description

	Post Holder
	

	Job Title
	Adult and Apprenticeship Special Educational Needs Co-ordinator (SENCO)

	Responsible to
	Head of SEN & Assessment



Key Strategic Objectives 
· To actively contribute to the College’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To work with the Head of SEN & Assessment and ALS team to deliver a high quality customer-focused Adult Disability and Learning Support Service in line with corporate and departmental objectives.

· To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.

Specifically Responsibilities will be as follows

Teaching, Learning & Assessment
1. To co-ordinate and provide appropriate advice, guidance and support for students with disabilities and Specific Learning Difficulties (SpLDs) to enable them to remain safe and realise their potential during their time in higher education, from pre-entry advice through to qualification success.
2. To provide expert advice, support and relevant training for Adult staff and students on issues related to student disability and SpLDs including at induction.
3. To work with a range of multi agencies in supporting Adult students and implement service level agreements.

4. To record the Learning Support Funding for Adults and Apprenticeships. 

5. To advise students with SpLDs both individually and in group sessions.

6. To request, monitor and ensure that reasonable adjustments, based on individual needs, are made to facilitate student achievement.
7. To support student independence by ensuring the correct staff utilisation and assistive technology support and advice.
8. Support students with specialist IAG and transition to Adult courses to implement timely reasonable adjustments.

9. To support students in making effective referrals for Access to Work. This may include proactive support for completing the application process.

10. To liaise with Faculty staff and individual tutors to advise on the support needs of students with disabilities and/or SpLDs.

11. To co-ordinate the delivery of assessment and support for apprenticeship students.

12. To maintain accurate, complete, and correct records as required by Middlesbrough College and any statutory regulators including but not limited to Awarding Bodies, Funding Bodies and / or Government Departments.

13. Implement all College policies and procedures governing student life and conduct.
14. To promote and market the service effectively.

15. To maintain, develop and deliver relevant promotional material and information resources for Canvas.

Professional Conduct
14. Ensure attendance at meetings on time.

15. Give good notice of any absence.

16. Keep up to date with developments in the subject area.

17. Keep accurate and up-to-date registers where necessary.
18. Be involved in any inspection of the College e.g. Ofsted.

19. Be involved in the College’s Quality Assurance arrangements e.g. induction, lesson observations, performance reviews and gathering / analysing feedback from students with a view to implementing continual improvement to courses on an on-going basis.

20. Adhere to the general standards of conduct embodied in various College policies and procedures

Team Contribution

21. To attend and contribute to course team meetings, section meetings, tutor and area team meetings where applicable.

22. To work closely with colleagues in developing and improving the support available for Adult and Apprenticeships students.

23. To partake in marketing and recruitment activities including open evenings, student profiling for publications, interview, induction, awards evenings, results day and enrolment etc.

Other Duties

24. To actively prepare all students for employment.

25. To support and promote equality and diversity to ensure quality of opportunity for all students, visitors and staff and the elimination of discriminatory practices.
26. To maintain and promote a healthy and safe environment to ensure students, visitors and staff are safe from harm.
27. To support and promote the safeguarding of all students, visitors and staff.

Flexibility

28. The postholder may be required to undertake such other duties as may be reasonable required and in addition to the main tasks identified above, this may include course co-ordination.

29. Within the limitation set out in the contract of employment, working hours are flexible and can be subject to variation depending upon curriculum needs. 
30. This Job Description is current at the date shown below and in consultation with you and your Trade Union Representative (if applicable), it is liable to variation to reflect or anticipate changes in, or to, the College environment.

Signed ________________________________________ Date ___________________
	Person Specification



Essential & Desirable Attributes

The College is ideally looking for candidates who have most if not all of the required essential attributes below but may also have a one or more of the desirable attributes to complement their skill set.
	Category
	Ref
	Criteria Description


	1. Skills and Qualities


	Essential


	1.1
	Good oral and written communication skills with a capacity to deal effectively with staff, students, parents, employers and others.



	
	1.2
	Good time management and organisational skills and work to tight deadlines.


	
	1.3
	Evidence of disseminating own good practice effectively.



	
	1.4
	Ability to work both individually and as part of a team.


	
	1.5
	Able to prepare written and visual resources including the effective use of Information Learning Technology e.g. Virtual Learning Environment, PowerPoint supported by key software.



	
	1.6
	Suitable level of proficiency in ICT and understanding of assistive technologies.


	Desirable
	1.7
	A creative and imaginative approach to student centred support.




	Category

	Ref
	Criteria Description

	2. Qualifications and Training


	Essential


	2.1
	An up to date qualification and membership of a professional body which enables diagnosis of Specific Learning Difficulties.


	
	2.2
	To hold a teaching qualification or be prepared to commence an appropriate qualification on appointment to the post.



	
	2.3
	To hold a relevant qualification at Degree level or equivalent.


	
	2.4
	Grade C or above in Maths and English 
(or equivalent) or willing to work towards it.



	Desirable
	2.5
	Personal commitment to keeping your professional knowledge up to date and improving your capabilities.

	
	2.6
	Training in supporting students with ASD and other complex difficulties.



	Category

	Ref
	Criteria Description

	3. Attitude / Disposition


	Essential


	3.1
	To be able to demonstrate behaviours consistent with the College’s Core Values.



	
	3.2
	To commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the College.



	
	3.3
	An ability to work well as a member of a team to provide quality education to all students.



	
	3.4
	Ability to relate effectively and sensitively to students and staff from a variety of backgrounds and cultures.



	Desirable
	3.5
	To have a commitment to delivering outstanding Teaching and Learning.




	Category

	Ref
	Criteria Description

	4. Knowledge & Experience


	Essential
	4.1
	Demonstrable experience of assessing and supporting adults with disabilities.


	
	4.2
	Expert practitioner, professionally qualified in the field of disabilities.



	
	4.3
	Knowledge of disability legislation and practice in the sector.



	
	4.4
	Experience of multi-agency working



	Desirable 
	4.5 
	Experience of supporting students through the process of applying for Access to Work.



	
	4.6
	Experience and/ or knowledge of mental health issues.




	Contract Arrangements


Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Business Support, Part time, Permanent 

	

	2.
	Working week
	18.5 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days
· 15 years’ service 30 days.

	
	
	

	4.
	Period of Notice
	Two months.

	

	5.
	Salary Scales
	Up to £15,172 per annum (actual salary)

	

	6.
	Life Assurance
	Non-contributory Life Assurance Scheme.  

	

	7.
	Healthcare
	Non-contributory Healthcare Scheme.

	
	
	

	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rate is 5% of pensionable salary.  

	
	
	

	9.
	Sickness
	The Corporation’s Sickness Policy will apply and further information is available from the Human Resources Department on request.



	10.
	Probationary Period
	6 months.



	11.
	Disclosure & Barring Service Check
	From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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