

	Post Title: Disability Support Officer 1.0 FTE

	REFERENCE: (2025) RBC578
DATE COMPILED: July 2025


	PAY BAND:   4 
	HOURS:  35 hours per week 


	AREA OF WORK:            Student Life


	LINE MANAGER:            Head of Student Life

	JOB PURPOSE:
The Disability Support Officer plays a vital role in promoting equity, inclusion and access across the student experience. This position supports students with disabilities, long-term health conditions and specific learning differences (SpLDs), ensuring they receive timely advice, appropriate adjustments and a supportive learning environment.
The post holder will coordinate support plans, manage individual cases, and work collaboratively with staff and external agencies to implement reasonable adjustments under the Equality Act 2010. The role also contributes to the College’s strategic priorities for widening participation and inclusive practice.
Consistently contribute to creating positive outcomes for students by participating in initiatives and support that enhance the student experience, with measurable impact on students’ satisfaction and success as evidence by feedback and performance metrics.




	KEY WORKING RELATIONSHIPS/CONTACTS SPECIFIC TO THE ROLE HOLDER: 

Students, the Students’ Union, the College Executive Group, academic programme teams, all professional services teams, external service providers and other regulatory bodies. 


	PRINCIPAL DUTIES AND RESPONSIBILITIES:

	Student Support & Case Management
· Provide confidential, student-centred guidance to applicants and students disclosing a disability or learning difference.

· Manage a caseload of students with a wide range of needs, including physical disabilities, sensory impairments, mental health conditions, long-term health conditions, SpLDs and neurodivergent profiles.
· Coordinate and regularly review Individual Learning Plans (ILPs) and Reasonable Adjustment Agreements, ensuring effective implementation across departments.

· Support students throughout the Disabled Students’ Allowance (DSA) process, including guidance on applications and interpreting Needs Assessment Reports.

· Design and deliver targeted Access and Participation projects to enhance support and outcomes for disabled and neurodivergent students.


	Staff Liaison & Inclusive Practice
· Act as the main point of contact for staff regarding reasonable adjustments and inclusive practice.

· Contribute specialist input to teaching, curriculum design, assessment processes and learning resources to promote accessibility.

· Deliver or contribute to staff training and development sessions on disability awareness and inclusive teaching.


	Systems, Reporting & Compliance
· Maintain accurate, up-to-date and secure records in line with GDPR and sector standards.

· Use the student record system to monitor engagement, flag risks and report on key data.

· Contribute to institutional audits, compliance returns and equality reporting requirements.

· Support quality assurance processes related to disability support provision.



	Collaboration & Development

· Work collaboratively across the Student Life team and wider College to deliver a cohesive student support experience.

· Build and maintain strong partnerships with external agencies including DSA providers, mental health services, and diagnostic assessors.

· Keep up to date with national developments in inclusive education and apply this learning to service improvements.

· Contribute to student onboarding, induction, and feedback processes to inform ongoing development.



	Team Contribution
· Support the Head of Student Life in delivering a professional, inclusive and responsive service.

· Work closely with the Counselling team, Study Skills tutors, Safeguarding leads and academic colleagues on complex cases.

· Participate in cross-departmental initiatives and working groups to promote student success and engagement.

	Planning & Events
· Help plan and deliver disability support briefings and awareness events as part of the annual calendar.

· Contribute to pre-arrival and induction activities to ensure early engagement with support services.

· Monitor and evaluate the impact of services, feeding into annual reviews and planning cycles.

	Diversity, Equality and Inclusion
· Proactively identify and challenge barriers faced by students with disabilities and long-term conditions.

· Contribute to College-wide efforts to embed equity, diversity and inclusion across all areas of student life.



	Collaboration with relevant departments
· Work closely with the Academics, Programme Admin and Student Union to deliver the Student Life agenda effectively.



	Professional Development

· Engage in relevant CPD to maintain and enhance professional knowledge and skills.


	SPECIAL REQUIREMENTS 

· Occasional evening or weekend work may be required, with time off in lieu provided.

· The post-holder must adhere to all College policies, including Safeguarding, Equality, Health and Safety, and Data Protection.
· Requirement to be first aid and / or mental health trained as part of the role.

	All employees are required to comply with the College’s Health and Safety, and Equal Opportunities Policies in the performance of their duties and are required to complete annually all statutory training using the ON LINE training service.  


	N.B. The post-holder may be required to undertake any other duties which may reasonably be required as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.
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	Attributes
	Essential
	Desirable

	Undergraduate degree or equivalent experience
	(
	

	Experience supporting students with disabilities in an education or advice/support setting
	(
	

	Understanding of relevant legislation (e.g. Equality Act 2010, Data Protection)
	(
	

	Strong communication and interpersonal skills with ability to work empathetically and professionally with diverse stakeholders
	(
	

	Organisational skills with ability to manage competing deadlines and maintain accurate records
	(
	

	Competence in using digital tools (e.g. MS Office, CRM systems, assistive technologies)
	(
	

	Experience with Disabled Students’ Allowance processes
	
	(

	Knowledge of creative arts education or working in small specialist institutions
	
	(

	Familiarity with a range of assistive technologies
	
	(

	Experience contributing to inclusive curriculum or assessment design
	
	(

	Other

	An enhanced DBS check as the role involves contact with potentially vulnerable students
	(
	

	The role is based fully on-campus at Sidcup
	(
	


