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Job Description
Student Support Officer – Mental Health

Post: 


Student Support Officer – Mental Health
Section:

Student Support
Grade:


Scale 6

Base:


Harrow
Responsible to:
Head of Guidance, Student Services & Designated Safeguarding Lead
Hours: 

24 hours a week, 39 weeks per year to cover 





term times (distributed over 4 days per week)
MAIN SCOPE OF POST:

· To offer specialist support to students experiencing mental health difficulties through effective information, support, assessment and referrals
· To provide advice for staff on recognising and supporting students with Mental Health difficulties
· Work closely with the academic teams, and other support staff (where applicable) as part of a wider package of support around the student.
DUTIES:

The post holder will:

1. Accept referrals from within the college and externally and provide 1.1 support as needed.

2. Assess and support students with a common mental health problem in their self-management whilst at college.

3. Identify if and when a student is a risk to self or others.

4. Make decisions on suitability of new referrals, adhering to the college’s referral protocols and refer students on to the relevant service as appropriate.

5. Effectively organise referrals to reduce waiting times and appropriately manage an ongoing case load.

6. Attend multi-disciplinary meetings relating to referrals or students in treatment where appropriate.

7. Provide advice for staff, and partner organisations, on recognising and supporting students with Mental Health difficulties.

8. Promote healthy mental wellbeing for students.

9. Complete all requirements relating to data collection within the service.

10. Maintain confidentiality of records and meetings with students and respect all users of the service.
11. Keep up to date on new recommendations/guidelines set by the department of health (e.g. NHS plan, National Service Framework, National Institute for Clinical Excellence) and maintain up-to-date knowledge of legislation, national and local policies and procedures in relation to Mental Health and Primary Care Services.

12. To contribute to the development of best practice within the service.

13. To be aware that all employees have a duty and responsibility for their own health and safety and the health of safety of colleagues, students and the general public.

14. To be aware that all employees have a responsibility and a legal obligation to ensure that information processed for both students and staff is kept accurate, confidential, secure and in line with the GDPR and Confidentiality Policies.

15. Maintain accurate and up-to-date records including the provision of statistics and analysis on effectiveness of provision.

16. Such other duties as may be reasonably expected of the post holder.
17. Provide one-to-one welfare support, using appropriate means available, including other support services within the College and external services.
18. Be a designated safeguarding officer after completing appropriate         
                    
 training.

19. Assess applications for financial support, prepare the applications for the Finance


Panel and ensure responses are given to the applicant within agreed timescales.

20. Take an active role in the delivery of group tutorials and other promotional activities.

21. Ensure the accurate and timely administration of processes relating to Student Support activities and ensure notes of one-to-one meetings are taken and kept securely.

22. Provide professional advice and guidance to students on issues such as drugs and alcohol awareness and on health related issues such as smoking.

23. Maintain confidentiality of records and meetings with students and respect all users of the service.

24. Take an active role in the Student Support enrolment activities.
25. Be proactive across the full Student Support Service, including covering for absent colleagues, and take an active part in regular team meetings.

26. Set a good example at all times in terms of language used with students, timekeeping, attendance and professional behaviour in general.

27. Implement the College’s Equality and Diversity and Safeguarding Policies and ensure compliance at all times.

28. Take an active role in Staff Development, Mentoring new staff and Appraisal processes.

29. Comply with all College Health and Safety regulations and assist in the implementation of the Health and Safety Policy.

30. Undertake any other duties commensurate with this job role which may reasonably be required.

	Further Education is an ever changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.




Person Specification

Student Support Officer – Mental Health
	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	· 
Educated to Level 3 or equivalent (or can demonstrate extensive experience in the area of work)
	(
	
	AF/Cert

	· 
Mental Health, Psychology, Counselling or other health related qualification
	(
	
	AF/Cert

	· 
Clean driving licence and own transport
	
	(
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· Experience of working with young people (aged 14+) in an informal and supportive environment 
	(
	
	AF/IV

	· Experience of supporting young people with Mental Health concerns and an understanding of how they may present in an educational environment and the impact on the learner
	(
	
	AF/IV

	· Confidence and ability to work with and relate to people from a wide variety of backgrounds
	(
	
	AF/IV

	· Ability to assess risk and complete assessments
	
	(
	AF/IV

	· An understanding of the importance of Safeguarding and Equality and Diversity in education
	(
	
	AF/IV

	· Excellent communication and interpersonal skills and be able to develop good supportive relationships with learners
	(
	
	AF/IV

	· Good working knowledge of Microsoft Office packages, particularly Word and Excel or willingness to develop IT skills
	(
	
	AF/IV

	· Good written communication skills
	(
	
	AF/T

	· Some knowledge of local support agencies
	
	(
	AF/IV

	Personal Attributes
	
	
	

	· Responsible, reliable and able to work flexibly without direct supervision
	(
	
	AF/IV

	· Articulate and able to communicate professionally with colleagues at all levels, both internally and externally
	(
	
	AF/IV

	· Ability and willingness to travel easily between the two Campuses (Harrow-on-the-Hill and Harrow Weald) and off site when required
	(
	
	AF/IV

	· Ability to work effectively as part of a team and support colleagues
	
	
	

	· Willingness to work flexibly when required including some evenings and weekends 
	(
	
	AF/IV

	· Ability to promote the College Healthy Lifestyle initiative 
	(
	
	AF/IV

	· Professional approach to work and ability to set a good example to students
	(
	
	AF/IV

	Competencies

Support staff should be able to demonstrate competency in the following areas:

Communication; Planning and Organising

Working Together ; Customer Services; Adaptability/Flexibility
	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form


T = Test (Literacy/numeracy test at interview stage)

Cert = Certificates checked at interview 
IV = Interview
