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East Durham College
Job Description

Post Title:		Transitions Officer

Location:		Flexible working will be required across all College sites		

Responsible to:	High Needs Provision Manager 		 

Attendance Requirements: 	37 hours per week	

Salary: 		Scale 6 				 


Main purpose: 
The Transitions Officer plays a key role in supporting the successful transition of learners with Special Educational Needs and Disabilities (SEND) and/or high needs from school into college and college into employment or alternative progression pathways.
This is a new role designed to strengthen transition planning and communication with all stakeholders in line with the SEND Reform, SEND code of practice and changes to the Ofsted toolkit; ensuring that applicants and learners experience a timely, smooth, well-informed and supportive transition into college life prior to enrolment.
The post holder acts as the first point of contact for schools and a key link between external partners and internal college teams, ensuring accurate information about learner needs is shared in a timely way so that appropriate support, planning and provision can be put in place.

Key Responsibilities

Transition Coordination and Planning 
· Gather, coordinate and transfer EHCPs, professional reports, transition plans and support recommendations to the High Needs Provision Manager and relevant college teams to support planning, funding applications and learner onboarding.
· Coordinate and support the transition of learners with SEND and/or high needs from school into college.
· Act as the first point of contact for schools in relation to SEND transitions and pre-entry planning.
· Support early identification of learner needs to ensure appropriate planning and reasonable adjustments are in place prior to enrolment.
· Contribute to transition plans that support learner readiness, engagement and confidence.
· Ensure all transition information, EHCP documentation, professional reports and support recommendations are transferred to the High Needs Provision Manager within agreed timescales to support support-planning and funding processes.

Communication and Partnership Working
· Develop and maintain strong working relationships with schools, Local Authorities and relevant external agencies.
· Liaise regularly with internal teams including Learner Support, curriculum staff, admissions and student services to ensure shared understanding of learner needs.
· Facilitate effective information-sharing in line with data protection and confidentiality requirements.
· Support communication with parents/carers as appropriate to transition planning.

SEND and High Needs Processes
· Work within the SEND Code of Practice and demonstrate good understanding of SEND and high needs processes, including EHCPs.
· Support the gathering, coordination and sharing of SEND documentation and information to inform planning and support.
· Lead and chair transition planning meetings, including EHCP reviews, annual reviews and multi-agency meetings, ensuring learners, families and professionals are fully involved in planning successful transitions.


Learner-Centred Support
· Act as a key listener and advocate for learners, ensuring their views, concerns and aspirations are heard and reflected in transition planning.
· Support learners to understand college expectations, routines and support arrangements prior to enrolment.
· Promote learner confidence, independence and wellbeing during the transition process.

Internal Coordination and Quality Assurance
· Work closely with Learner Support colleagues to support early deployment of appropriate support and resources.
· Ensure accurate records relating to learner transitions are maintained and shared appropriately.
· Share EHCP and High Needs information with relevant staff to ensure effective transition, awareness and communication.
· Contribute to service evaluation and continuous improvement of SEND transition processes.
· Provide timely transition information, learner profiles and support recommendations to the High Needs Provision Manager to support learner support planning and High Needs funding processes.
 

Safeguarding and Professional Practice
· Uphold safeguarding responsibilities and follow college safeguarding procedures at all times.
· Promote equality, diversity and inclusion throughout transition activity.
· Maintain accurate records and comply with data protection requirements.
· Undertake training and professional development as required.


Other Duties relevant to all EDC employees
· Participate in the College Performance Appraisal Development Programme, agree an action plan and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plan and Service Standards.
· Undertake any other duties, appropriate to the grade of the post, as required from time to time.
· Comply with College Policies and Procedures and the Staff Code of Conduct.
· To take appropriate responsibility for PREVENT and safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities regarding equality and diversity. 
· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation and taking a responsibility for your own and other’s health and safety.




















	Person Specification 

	
	Essential
	Desirable
	Method of assessment

	1) Qualifications/ Training
	

	1.1
	GCSE level standard education or equivalent (maths & English).
	ü
	
	Application form

	1.2

	Level 3 qualification or equivalent experience in education, SEND, health and social care, youth work, careers guidance, community support, or a related field.

	
ü
	
	
Application form

	1.3
	Teaching qualification
	
	ü
	
Application form

	2) Experience
	

	2.1
	Experience of SEND and learning support processes within an FE or post-16 setting, including the SEND Code of Practice.

	ü
	
	Application Form / Interview

	2.2
	Experience of working with learners with SEND and/or high needs, ideally within education, youth or support services.
	ü
	
	Application Form / Interview

	2.3
	Experience of transition planning between school and post-16 provision.

	ü
	
	Application Form / Interview

	2.4
	Experience of working with EHCPs and high needs funding including producing action plans and reviewing EHCP’s in line with assessment and transition processes.
	ü
	
	Application Form / Interview

	2.5


	Experience of working with Local Authorities or external agencies.
	ü
	
	Application Form / Interview

	2.6
	Experience of inspection frameworks (e.g. Ofsted) relating to SEND and inclusion.
	
	ü
	Application Form / Interview

	3) Skills and Knowledge:

	3.1
	Strong communication and interpersonal skills, with the ability to build trust with learners, families and professionals.


	ü
	
	Application Form / Interview

	3.2
	Commitment to inclusive practice and learner-centred support.

	ü
	
	Application Form / Interview

	3.3
	Ability to liaise effectively with a wide range of internal and external stakeholders.

	ü
	
	Interview

	4) Attributes / Other Requirements:
	

	4.1
	Reliability / Trust / Professionalism - Ability to carry out the role with professional integrity in line with EDC values and behaviours

	ü
	
	Interview

	4.2
	Communication - Ability to communicate clearly and effectively to all levels, both verbally and in writing.

	ü
	
	Interview

	4.3
	Working individually or as a team - Ability to work independently and as part of a team under minimal supervision.

	ü
	
	Application Form / Interview

	4.4
	Driving - Full UK Driving License and / or access to a vehicle (if applicable).

	
	ü
	Application Form 
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