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	School/Department or Research Centre

	Student Services

	Role Title

	Disability Adviser

	Responsible to

	Head of Student Services

	Responsible for

	N/A

	Salary/Grade

	Grade 7: £37,099 - £41,732 (progression possible to £46,974) effective from 1st August 2023


	Hours

	21 hours and 45 minutes per week (0.6 FTE )  

	Contract Basis

	Open Ended

	Location

	Musselburgh




	Role/Subject Specific Information


	
The Disability Service is one of the student support services within Student Services. These services deliver a range of professional support to prospective, current and graduate students. In addition to the Disability Service, services include the Careers and Employability, Student Funding, Counselling, Wellbeing and the Contemplation room.

The Disability Service comprises two full-time Disability Advisers (both fully qualified DSA Needs Assessors) and a full-time Disability Support Adviser. The post-holder is required to work both as a team member and on his/her own initiative when required. Advisers are members of the wider Student Services team, supporting broad Queen Margaret University (QMU) strategies and institutional aims and objectives.

The role of the Disability Adviser is crucial to the ability of QMU to provide support for eligible disabled students and includes the provision of DSA Needs Assessments via the QMU Needs Assessment Centre. The Disability Adviser will also contribute to QMU’s ability to meet the requirements of relevant disability legislation and the delivery of the Single Equality Scheme.

In general, about 700 students disclose a disability, which is approximately 13-14% of the student body. Within that number a broad range of disabilities are represented. 




	Role Purpose

	
To work with the Head of Student Services and Disability Service colleagues to provide advice to disabled students about support during their studies at QMU.  This includes provision of an initial assessment of needs, possible referral for appropriate professional assessment (medical or psychological evidence), the writing of Individual Learning Plans, the provision of DSA Needs Assessments and the implementation of recommended support.

To provide DSA Needs Assessments, to assist in the planning and day to day running of the QMU Needs Assessment Centre and to contribute to the revalidation report of the QMU Needs Assessment Centre.

To liaise with the Academic Disabled Student Coordinator Team within QMU and external providers to coordinate and deliver appropriate support to disabled students.

To support the University in relation to compliance with legislation and its implications and in the development of new policy and practice. 

To work with the Head of Student Services and Disability Service colleagues to plan and deliver high quality support to disabled students at QMU.




	Principal duties or Key objectives
The Disability Adviser will be expected to:


	Work with Disability Service colleagues to deliver a daily confidential service to students and applicants seeking information, advice, guidance and support on disability matters.

	In collaboration the Head of Student Services and with Disability Service colleagues to advise staff in academic schools and non-academic departments on issues that arise in relation to disabled students on a general and a day-to-day basis.

	Meet confidentially with individual students and undertake an initial assessment of their additional support needs.

	Support students to source appropriate evidence of their disability; screen for specific learning difficulty; refer where appropriate to an Educational Psychologist; assist to source medical or other psychological evidence as required.

	Compile Individual Learning Plans and distribute these to relevant staff within QMU as appropriate.

	Facilitate and conduct DSA Needs Assessments and assist in the daily operation of the QMU Needs Assessment Centre.

	Support continuing students with the annual DSA re-application process and facilitate the provision of recommended support.

	Assist in the recruitment of specialist tutors and other non-medical personal help who provide support to disabled students.

	With Disability Service colleagues, act as an adviser to the University in relation to new disability related legislation and policy.




	In collaboration with colleagues and relevant departments to support the implementation of QMU policies and strategies including the Disability Policy and other related policies. 

	With Disability Service colleagues, to compile regular Disability Service Reports for the Head of Student Services and other senior management as required.

	Work with colleagues to ensure access to current information on disability matters through the production of information, publicity, newsletters, posters, handbooks, and web based materials for students and staff.

	Work with other support services, including Information Technology Services and Marketing and Communications, to ensure access for students and staff to current information on disability matters. 

	Participate in Student Services Operational Planning and contribute to the identification and achievement of appropriate Disability Service Objectives.

	Work with the Head of Student Services to maintain, develop and continuously improve the quality of Disability Service provision.

	Work with QMU colleagues particularly in LEAD and Human Resources to advise on best practice and ensure disability issues are reflected in staff induction, staff development activities and in teaching and learning. 

	Work with Disability Service staff and QMU colleagues to facilitate workshops, seminars and other events to promote access to information concerning disability issues for students, the Students’ Union and QMU staff.

	Maintain up to date Disability Service records and report as required to the Head of Student Services and to external relevant external organisations as needed e.g. HESA.

	Communicate effectively within QMU with a wide range of people including current and prospective students, Student Services colleagues, academic and administrative staff, Academic Disabled Student Co-ordinators, Student Union staff/office bearers and key Registry staff.

	Liaise effectively with external agencies including the Student Awards Agency for Scotland and other National Funding Authorities, Local Councils, Further & Higher Education institutions, a wide range of Support providers and Disability and Voluntary agencies.



	General Responsibilities

The role holder will:

	Provide information and support to users as required.

	Answer telephone, email and other similar enquiries as required.

	Take an active interest in the whole of Student Services, engaging in the development and delivery of new and/or improved provision where appropriate.



	Person Specification – Essential
	Person Specification – Desirable

	Educated to degree level and have significant experience of working in the field of education (preferably Higher Education) and disability.
	Membership of (or the potential to apply for) the National Association of Disability Practitioners (NADP).

	Qualified and experienced in delivery of DSA Needs Assessments, in line with the requirements of the DSAG (Disabled Student Advisory Group) of the Scottish Government.
	Positive attitudes to working as part of a team.

	Understanding of the processes in Higher Education related to applications for Disabled Students Allowance and assessment of disabilities.
	Experience of the production of information in newsletter, leaflet and handbook formats.

	Knowledge and experience in using a range of dyslexia screening tools.
	Dyslexic tutoring skills.

	Experience in the provision of support to students with a wide range of disabilities including Specific Learning Difficulties, Mental Health Difficulties, Autistic Spectrum Disorders, Sensory Impairments, Mobility Impairments and those living with medical conditions. 
	Experience of drafting policy and report writing.

	Knowledge of appropriate assistive technology to support students with a wide range of needs.
	

	Excellent communication skills to ensure the provision of effective advice and guidance to students and staff.
	


	Knowledge of legislation relevant to disability with particular reference to Higher Education.
	

	Strong self-management and time management skills and an ability to work under pressure.
	

	Proficient IT skills including use of a wide range of Microsoft Office applications, and especially Microsoft Excel.
	


	Excellent administrative, record keeping and organisational skills.
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