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DISABILITY SUPPORT CO-ORDINATOR – ROLE DESCRIPTION – 2012
1. Line management

The Disability Support Co-ordinator is responsible on a day-to-day basis to the School Administrator. For appointments lasting more than one week, s/he has a dual responsibility to both the outgoing and the incoming School Administrator at the beginning and end of each School. The School Administrator has management authority for the School Office in which the Disability Support Co-ordinator is based

A description of staffing structures at residential schools is given in ‘Staffing Structures – Manual of Office Procedures (MOP D1.0)’.

Additionally, the ‘Terms and Conditions of Service for Disability Support Roles at Residential Schools’ provides detailed information about employment in this role, the sources of guidance available, and the reporting lines expected of the jobholder during their employment.

All sites authority at each residential school rests with the School Director.

2. Staff for whom the jobholder carries supervisory responsibility

The Disability Support Co-ordinator is responsible for the day-to-day supervision of the disability support assistants and team leaders working at the Residential School. These are:

· Specialists e.g., a professional communication support worker such as a British Sign Language (BSL) Interpreter or a nurse hired to provide personal care for a student with disabilities or additional requirements

· Disability Support Assistants (Personal); these are generally friends, family, or regular assistants of students requiring one-to-one support; their attendance at the Residential School in order to provide this support has been agreed and arranged by the Disability Resources Team

· Those employed by The Open University as Disability Support Assistants (School) to provide general and temporary one-to-one support as required for students with disabilities and additional requirements, assistants providing one-to-one support, and related specialist staff; this is generally arranged for the whole residential school period but can be for a few days only

· Those employed by The Open University as Disability Support Assistants (Register) to provide specified, one-to-one support to a student with disabilities or additional requirements; this can include guiding, accompanying to provide moral support and encouragement, mobility assistance, and note taking; it is generally arranged on a week-by-week basis

3. Main purpose of the job

To build on the advance arrangements made by the Disability Resources Team, faculties and regions by co-ordinating the on-site provision of equipment, assistance and other facilities in order to enable each Disability and Additional Requirement (DAR) student to take part in their residential school module to the best of their ability; establishing effective relationships, support networks, and communications, producing accurate records, maintaining confidentiality, and acting as an appropriate point of contact for DAR students, Disability Support Assistants, and any related specialist staff throughout the residential school period.

4. Duties and responsibilities

The Disability Support Co-ordinator works with sensitive personal and confidential information. The work is largely active and includes manual handling of equipment of a light to medium weight. The accompanying clerical work has a requirement for numeracy and administrative accuracy and may involve receiving and recording cash and cheques.

Duties of the Disability Support Co-ordinator require flexibility to the meet the needs of the school and the DAR students attending; duties are likely to include:

Student support 
· Using Disability and Additional Requirement (DAR) Profiles of students, and direct contact with the students and the Disability Resources Team if necessary for clarification:

· Allocate DAR students to appropriate residential accommodation and tutorial groups

· Arrange special dietary requirements

· Allocate car parking permits

· Make other reasonable arrangements as may be necessary to meet individual needs

· Attending registration to:

· Welcome each incoming DAR student

· Check for any students who may not have disclosed additional requirements; approach them sensitively to offer support, arranging as necessary and wherever possible

· Establish that DAR students are content with the arrangements made for them and take steps to rectify as necessary

· Arrange assistance with luggage

· As necessary, arrange for students with restricted mobility to be shown appropriate access routes around the site

Individual contact with all disclosed DAR students is required by Sunday lunchtime

· Attending Saturday morning briefings with the incoming School Director and liaising with the incoming Learning Advisers, Module Team members and tutors as necessary in order to enable each DAR student’s participation in their residential school module to the best of their ability e.g., to check with tutors and Module Team staff that faculty- and tutor-produced teaching materials will be provided in an alternative format where requested by DAR students

· If site transport is provided, identifying the students who need it and making the appropriate arrangements. This may involve driving DAR students through the day and evening, to and from their academic sessions and on field trips
· Checking the well-being of DAR students throughout the week as and when required; dealing with any problems or emergencies that arise, liaising with the School Director, School Administrator, other school staff, host institution staff, and others as necessary

· On the last morning, checking that all DAR students have moved out of their accommodation and returned all borrowed items of equipment, and have assistance with their luggage if necessary

Disability support assistants and related specialists

· Attending registration to welcome the incoming Disability Support Assistants and related specialist staff. Individual contact with all assistants and specialist staff is required by Sunday lunchtime either via the briefing meeting or individually.
· Arranging weekly Saturday briefings (following the School Director’s morning briefing) with the Disability Support Assistants (School)
· Arranging and running a briefing meeting for incoming assistants and related specialists early in each week, providing a network structure, agreeing opportunities for assistants to take regular rest breaks, offering information, support, and advice by e.g., providing maps showing access routes, dealing with queries about equipment, explaining relevant staffing structures and reporting lines and how to claim travel expenses

· Arranging and running campus tours for incoming assistants and related specialists 
· Arranging ad-hoc cover for assistants
· Making additional arrangements to make it easier for assistants to fulfil their responsibilities e.g., obtaining priority for assistants to queue for a student’s meal

· In relation to the requirements of the DAR students and assistants in attendance, planning weekly and daily how best to deploy Disability Support Assistants (School); referring any cases where assistants may no longer be required to the School Administrator for their approval to end the employment early. The School Administrator will manage this process.
· Checking the welfare of the assistants and related specialists throughout each week; dealing with any problems or emergencies that arise, liaising with the School Director, School Administrator, other school staff, host institution staff, and others as necessary.

NB All contractual and payment matters e.g., specialists concerned about what is being asked of them or unsure when or how much they will be paid, and any assistants appointed at short notice, whose contract has been sent to the School Office, are referred immediately to the School Administrator.

Similarly, any performance issues with assistants or specialists are referred immediately to the School Administrator.

Disability support equipment

· Unpacking and checking-in the specialist disability support equipment during the setting-up week; consulting with the Disability Resources Team to acquire any missing items

· Responsibility for distributing ‘pre-ordered’ items to DAR students by Sunday lunchtime
· Monitoring demand and take-up of ‘pool’ equipment throughout the residential school period, ordering extra items through the Disability Resources Team
· Helping to install items where necessary and checking that students are able to operate correctly any equipment provided to them, taking steps to rectify as required; obtaining completed and signed disclaimer forms for electric scooters and log sheets for other items
· Responsibility for collecting and checking items back-in after use on the last day of each week

· Checking the suitability of used items for re-issue and taking steps to rectify as required

· Re-packing items securely at the end of the residential school period ready for collection, checking items against packing sheets and notifying the Disability Resources Team of missing items
General duties

· Attending pre-school induction and training, accessing the assistant training and reference site and familiarizing self with the Manual of Office Procedures (MOP), Disability Resource Pack, manual handling guidance, and disability-specific and other resource material provided; important areas from the MOP are:

· A4.0: Equality and Diversity

· B7.0: Emergency Procedures

· B8.0: Safety Procedures
· B11.0: Data Protection

· C11.0: Students with Additional Requirements – SARs
· C13.0: SARs – Equipment

· C14.0: SARs – Assistants

· C15.0: SARs – Use and Disclosure of Additional Requirements Profiles

· C16.0: SARs – Epilepsy

· C17.0: SARs – Mental Distress

· Arriving promptly at the beginning of the school, allowing time to familiarise self with the site and local guidelines and procedures

· Introducing self to each incoming School Administrator and School Director

· Establishing communication with the Disability Resources Team to clarify pre-school arrangements, obtain budget approval e.g., for hiring an extra item of disability support equipment, and obtain disability-specific guidance as necessary

· Responsibility for checking and signposting wheelchair accessible routes, parking spaces, lifts, accessible toilets, fire exits for people using wheelchairs, and specialist facilities e.g., dog spending areas for people with working or guide dogs

· Liaising as necessary with host institution staff to make arrangements for DAR students and assistants e.g., security staff to arrange access keys and catering staff about special diets

· Being available at agreed times to help answer student and staff queries (written, email, telephone, and in person) and acting as a source of information for others about the support of DAR students, preparing documents and handouts as appropriate

· Advising Learning Advisers and the School Director about the completion of reports about DAR students and assistants (and contributing as required):

· Residential School Feedback section of the DAR Profiles

· Previously undisclosed and unexpected additional requirements

· Completing as appropriate, and returning to the Disability Resources Team, no later than the deadline specified, all paperwork associated with DAR students, assistants, and equipment
· Providing general, administrative, clerical, and technical support to the School Administrator and School Office as the need arises and time permits; carrying out other tasks as reasonably may be requested by the School Administrator and School Director
5. Other information
Hours of work

The jobholder works 40 hours over a 7-day period in a flexible pattern, which includes weekend and some evening working; it may also include shift patterns. S/he may be required occasionally to work extra hours and no overtime is payable for this.

The jobholder has a minimum of 1 day free (between Monday and Thursday) in each 7-day period, which is agreed in advance with the School Administrator.
Accommodation and meals

The jobholder is expected to be resident on campus for the duration of the residential school period. Accommodation and all meals are provided on campus, free of charge, during the term of employment.

Equipment used

A range of office technology is used by the Disability Support Co-ordinator in carrying out her / his duties.

In addition, a basic working knowledge is required of the diverse range of assistive technology and other specialist disability support equipment provided for and used by students at residential school.

6. Criminal Records Bureau and Vetting and Barring Scheme
The work of the Disability Support Co-ordinator brings the jobholder into contact with children and vulnerable adults at residential schools. Accordingly, successful applicants will be asked to apply for an Enhanced Criminal Records Bureau (CRB) check.
The CRB provides access to criminal record and other relevant information to organisations in England and Wales. The results of the checks carried out by the CRB help us make more informed decisions when recruiting people to work with children and vulnerable adults, ensuring greater protection for the vulnerable and affording greater protection to our students, staff, and volunteers.

Appointment to this role is subject to a satisfactory disclosure being received from the Criminal Records Bureau.
Person Specification

	Criterion
	Requirement
	Essential / Desirable

	Education and qualifications
	A levels or equivalent qualifications or experience.
	E

	
	Full, clean driving licence
	D

	
	First Aid Certificate
	D

	Knowledge, work and other relevant experience
	Experience of working with or providing services for people with disabilities
	E

	
	Effective interpersonal and written communication skills, 
	E

	
	Experience of working in a service delivery / client-focussed environment
	E

	
	Proven ability to plan and co-ordinate a range of operations
	E

	
	Proven ability to work effectively in a multi-disciplinary team.
	E

	
	Ability to direct and motivate a team
	E

	
	Proven ability to work effectively under pressure, prioritising workload and managing time efficiently of self and others
	E

	
	Experience of  handling sensitive or confidential information
	E

	
	The ability to manually handle equipment/goods of a light to medium weight
	E

	
	An eye for detail and good administrative accuracy including high levels of literacy and numeracy skills
	E

	
	A flexible approach to your work load
	E

	
	Good general IT skills.
	E

	
	Basic working knowledge of the diverse range of assistive technology and other specialist disability support equipment used by students at residential school.
	D

	
	Basic knowledge of the residential school site and locality
	D

	
	Staff management experience
	D

	
	Administrative experience
	D

	
	Basic understanding of The Open University, open distance learning, and the nature and purpose of OU residential schools
	D

	Skills and competencies
	Commitment to equality and diversity
	E

	
	Good level of self-motivation
	E

	
	Ability to use initiative and exercise sound judgement
	E
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Staffing structure at a typical large summer residential school
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