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Job Description – SEND Advisor

Salary:		              Level 6

Reporting to:	                            Transition and Progression Coordinator 



Role Purpose:

The Sheffield College is a large, vibrant and diverse further education college and we are proud of how the college contributes to transforming lives through learning by meeting local skills needs.   

This role will involve upskilling delivery staff to provide effective tailored differentiation and promote quality first teaching. The SEND advisors will have a cohort of low and medium need students without an EHCP in place. SEND Advisor will assess the needs of learners and draft support plans to enable students to access their learning. Additionally, SEND advisors will collaborate with Health and Safety on vital additional paperwork such as inclusive risk assessments and taking disclosure of medical and medication needs. 

SEND advisors will also complete the necessary paperwork to ensure all exam access arrangement files are prepared by the relevant deadlines for each examination series. Working in a cluster with other SEND Professionals post holders may have line management responsibility for a team of learning support assistants and deployment of LSAs to provide learning support.

Main Responsibilities:
As a SEND Advisor you will work closely with curriculum areas to offer advice and support regarding students with SEND.  You will work with and support curriculum staff to use their skills to adapt and develop materials which are accessible to learners with SEND and promote Quality First Teaching.
The Special Educational Needs and Disability (SEND) Advisor will work closely with the transition and progression coordinator to ensure the needs of students with special educational needs and disabilities that is below the high needs threshold. 
· Advising and guiding curriculum and pastoral staff providing support to students with low and medium need. This will require regular communication with both the Personal Tutors and the Student Mentors
· Responsible for assessing the support requirements of low and medium need students by conducting an initial assessment and producing a Support Plan on Promonitor that will be shared with curriculum teams
· Referring complex medium and low needs cases to the Transition and Progression Coordinator team for consideration to be recategorized as high needs. 
· Ensure the staff responsible for learning understand the students support plan and the interventions, differentiation and Quality First Teaching can be provided by the curriculum teams. 
· Understand and share methods to promote student Independence through SMART target setting and will ensure targets are set by the curriculum area to support SEND students in their preparation for adulthood. 
· Ensure the targets are tracked and met and any risk of a student falling behind made clear to the Transition and Progression Coordinator.  
· Ensure that the college provides inclusive interventions in line with the SEND code of practice and allied Acts. 
· Collate and store exam access arrangement evidence for low and medium  needs students. This will involve ensuring the evidence is available, a file note is complete and where necessary that a referral to the SpLD team has taken place. 
· Ensure that a Exam Access Arrangements for high needs student in your cohort have the evidence for such arrangement and that the exams team is aware to make the application.
· Ensure the completion of all necessary additional paperwork is completed by the curriculum area and provide advice and guidance on the completion of Inclusive Risk Assessments. When required SEND advisors to capture disclosure of medical or medication needs and ensure this is referred to the appropriate internal and external agencies. 

From time-to-time these responsibilities may be reviewed so that they evolve as part of the college’s strategic growth and success.  You may also be required to take on other tasks related to the job to support the College in the delivery of its strategic aims, without changing the role's main purpose. 

Cross-college Responsibilities
You may be required to participate in cross-college teams and working groups on key projects.
You may need to attend relevant internal committees and groups. This could include preparing and presenting papers as required.

You will act as a role model to colleagues, ensuring that the responsibilities of the post are carried out in line with the College’s FREDIE+ values and behaviours.  

Student Related Responsibilities
· Anyone who has regular contact with children and young people in their day-to-day responsibilities must ensure they are safe. You will work with the Safeguarding Team, ensuring concerns regarding students/apprentices are shared in a timely, accurate manner
· You will be involved in supporting college open days, supporting during the exam season, student enrolment and any other required events 


Other Responsibilities  
All staff have a responsibility to ensure that the college provides a safe and sustainable environment for students, staff and visitors. You will support this by: 

· Understanding and undertaking the specific responsibilities for their role as documented within the Health and Safety Policy and Procedures.
· Ensure compliance with Data Protection Regulation
· Ensure that environmental sustainability is a key consideration in the actions we take, working towards the college’s environmental strategy and net zero ambition.





















SEND Advisor 
Person Specification
	Assessment Criteria
	
	Interview (I) /
Application (A)

	Skills & Experience 
 
	Essential   
   
	Well organised, focussed on priorities, delegate effectively
	I

	
	Essential   
	Committed to promoting College values
	I

	
	Essential  
	Reflective, understands own limitations, self-confident
	I

	
	Essential  
	Adapts to change, pursues and is accepting of innovation
	I

	
	Essential  
	Solution focussed, manages expectation; challenges barriers to success; has high expectations
	I

	
	Essential  
	Understands when matters need to be referred to more senior staff
	I

	
	Essential
	Treating people with dignity and respect at all times
	I

	
	Essential
	Understands and is sensitive to social, ability, cultural and racial difference
	I

	
	Essential
	Well organised, focussed on priorities, delegate effectively
	I /A

	
	Desirable
	Experience of leading a team or function
	I /A

	
	Essential
	Good understanding of student support in the context of the Post 16 sector
	I /A

	
	Essential
	Experience of assessing need, 1:1 support, facilitation of small group work
	I /A

	
	Essential
	Experience of collaborative working
	I /A

	Qualifications 
 
	Essential   
	Level 2 English and Maths Qualification or Equivalent
	A

	
	Desirable    
	Teaching qualification or commitment to work towards

	A

	
	Essential 
	Relevant qualification in Special Educational Needs or Disabilities
	A

	
	Essential
	Educated to Level 3
	A

	Knowledge 

  
	Essential   
	Knowledge of implementing quality improvement measures
	I / A

	
	Essential  
	Knowledge of recent SEND reforms
	I / A

	
	Essential 
	Computer literate, including basic database analysis skills and emergent technologies
	I / A

	Competencies 
	Essential   
   
	Planning and organising
	I

	
	
	Has the ability to deliver everyday activities as an individual contributor or via task co-ordination of others.
	

	
	Essential   
	Delivery of Results 
	I

	
	
	You know what you need to do and effectively implement this. Has the ability to make decisions impact on self, team and our customers. Delivers individual results.
	

	
	Essential   
	Problem Solving
	I

	
	
	Has the ability to deal with a standard range of problems and find solutions through questioning skills.
	

	
	Essential   
	Influencing 
	I

	
	
	Has the ability to influence others in your team, collaborating and networking across teams.
	

	
	Essential 
	Knowledge & Experience 
	I

	
	
	Has some subject knowledge or experience.  
	

	
	Essential 
	Behaviours 
	I

	
	
	Understands the TSC FREDIE+ values of Fairness, Respect, Equality, Diversity, Inclusion, Engagement and Innovation, the TSC’s behaviours and act in line with them 
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