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Disability and Inclusion Officer
Job Description

	School/Directorate: 
	Harper & Keele Veterinary School



	Responsible to:
	Director of Admissions and Student Experience



	Responsible for:
	None



	Grade:
	Professional Services: Grade 6 
	
	Hours:
	Full-time 
35 hours

Part-time appointments considered.
 



	Role Summary:

	[bookmark: _Hlk84323743]
The Disability and Inclusion Officer will act as the central point of expertise and coordination for reasonable adjustments across Harper & Keele Veterinary School (HKVS), supporting students from initial enquiry and admission through to graduation. 

The postholder will ensure that disabled students and those with long-term health conditions receive timely, consistent and effective support both in the academic and clinical/placement environments, working across the two partner universities' student services functions and with the practices that host students on clinical placements. 

As a qualified Occupational Therapist, the postholder will bring clinical insight to the assessment and design of reasonable adjustments, the triage of Occupational Health referrals, and advice given to placement providers, in addition to a coordination and secretariat role for the School's Student Management Group. 

This is a Grade 6 professional services post with no direct line management responsibility; the postholder will coordinate the input of others across Student Services, the Preceptor/Placement team and Occupational Health without formal line authority over them.






	Main Duties and Responsibilities:

	 
1. Reasonable adjustments – pre-enrolment
· Act as the first point of contact for prospective students who disclose a disability, long-term condition, or support need during the application and admissions process.
· Liaise with admissions and widening participation colleagues to ensure applicants are given accurate, timely advice on the support available and the adjustments the course can reasonably make.
· Coordinate pre-entry assessments and, where needed, early engagement with Occupational Health to identify adjustments required before a student enrols, including for clinical and placement components of the course.

2. Reasonable adjustments – post-enrolment
· Oversee the process for assessing, agreeing, recording and reviewing reasonable adjustments for enrolled students, ensuring consistency across both partner institutions.
· Maintain accurate, confidential records of adjustments and support plans, and ensure relevant staff are informed on a need-to-know basis.
· Monitor the effectiveness of adjustments and respond promptly where they are not working as intended, escalating where necessary.

3. Course-level reasonable adjustments
· Work jointly with the Student Services teams at Keele University and Harper Adams University to develop reasonable adjustments that can be applied consistently at course/programme level, rather than solely on a case-by-case basis.
· Contribute disability and inclusion expertise to curriculum design, assessment design and competency standards discussions, helping the School meet its obligations under equality legislation while safeguarding professional/clinical competency requirements.
· Support the review of School policies and procedures to ensure they embed inclusive practice.

4. Placements and Extra-Mural Studies (EMS)
· Work with the Preceptor/Placement team to develop individual placement support plans for students with support needs, ahead of and during clinical placements.
· Provide advice and guidance to placement providers and practices on implementing reasonable adjustments in a clinical/practice setting, balancing student support with animal welfare, health and safety, and professional competency requirements.
· Act as a point of escalation where a placement provider raises concerns about implementing an agreed adjustment, working with the Preceptor team to find workable solutions.

5. Occupational Health
· Triage referrals to Occupational Health, ensuring referrals are appropriate, timely and directed to the right service.
· Support staff and students in drafting Occupational Health referrals, ensuring referral questions are well-framed and relevant to the academic and clinical demands of the course.
· Interpret Occupational Health reports and translate recommendations into practical, actionable adjustments for study and placement.

6. Student Management Group secretariat
· Act as secretary to the Student Management Group: preparing agendas, circulating papers, taking minutes and tracking actions.
· Ensure cases involving disability, health or wellbeing considerations are presented to the Group appropriately and confidentially, and that outcomes are recorded and followed up.

7. General
· Keep up to date with legislation, sector guidance and best practice relating to disability, inclusion and reasonable adjustments in higher education and healthcare/veterinary education.
· Deliver training and briefings to staff, preceptors and placement providers on disability awareness and reasonable adjustments.
· Contribute to the wider work of HKVS Student Experience, including relevant committees, working groups and reporting as required.
· Undertake any other duties commensurate with the grade and purpose of the post.








	Additional Responsibilities:

	
Personal Development/ Performance
· Demonstrate commitment to Continuing Personal/Professional Development and to engage with appropriate development activities.
· Ability to observe and define priorities and timetables in the achievement of strategic and operational objectives.
· Attend training courses, as and when required, to obtain the knowledge to perform tasks effectively.
· Adhere to each University's environmental policy and procedures and seek to promote environmental sustainability within own area of responsibility.

Equality, Diversity, Health and Safety and Strategy
· Hold a duty and commitment to the principles and practice of equality and diversity and comply with the University’s Dignity and Respect Framework. Duties must be carried out in accordance with relevant Equality and Diversity legislation and University policies/ procedures.
· Take reasonable care of the health and safety of yourself and that of any other person who may be affected by your acts or omissions at work.
· Co-operate with each University in ensuring as far as is necessary, that statutory requirements, Codes of Practice, University Policies and School/ Departmental health and safety arrangements are complied with.
· Adhere to each University’s environmental policy and procedures and seek to promote environmental sustainability within area of responsibility.




This job description is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the post-holder. These activities are subject to amendment over time as priorities and requirements evolve and as such it may be amended at any time by the line manager following discussion with the post holder.

This post may meet the relevant criteria to allow the University to issue a Certificate of Sponsorship to individuals who wish to come to work in the UK through the Skilled Worker Route of the UK Immigration System.  For information on the sponsorship system, please visit the UK Visas and Immigration website at https://www.gov.uk/government/organisations/uk-visas-and-immigration. You are advised to assess your circumstances against the criteria set out in the UKVI policy guidance, available at https://www.gov.uk/browse/visas-immigration. UK ENIC provides advice and guidance on international qualifications at UK ENIC Visas and Nationality


References
You are asked to provide details of two referees (three if you are applying for an academic or research post), including your current or most recent employer, on your application form. Referees should be able to comment on your work and/or educational background and may be approached before interview.  In providing these details you are giving the University permission to request personal information about you from your referees, which may include confirmation of your previous salary, disciplinary and work history. 

Disability Confident

[image: employer_small_50%]Keele University is committed to taking positive steps to employ, keep and 
develop the abilities of disabled staff and has been awarded the disability symbol. We undertake to offer all applicants with a disability and who meet the minimum essential criteria an interview. If you wish to be considered under this scheme, please indicate this by selecting ‘Yes’ in the Guaranteed Interview Scheme Section of your application.  You can also provide specific information of any requirements/adjustments you may require to assist you during the recruitment process within this section. For advice or guidance please contact the Recruitment Team email: vacancies@keele.ac.uk. 

The information you provide on your application will be forwarded to the recruiting area so that they may consider whether they can facilitate your requested adjustments.  Please note that if you do not indicate that you wish to be considered under the Disability Confident scheme in your application, you will not be considered under this Scheme.
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Person Specification



	Criteria
Headings
	
Essential
(Grade 6 indicators)
	Evidenced
by
	
Desirable
(Grade 6 indicators)
	Evidenced
by

	Qualifications/
Education/
Training


	Degree or professional qualification in a relevant subject or demonstrable equivalent work experience

Registered with the Health and Care Professions Council (HCPC) as an Occupational Therapist


	A,I




A,I










	


	










	Experience



	
Full understanding of HEOPS and how this applies in the school setting 

Understanding of the Equality Act 2010 and its application to reasonable adjustments in a higher education and/or clinical placement setting

Experience of providing advice and guidance to a range of customers and colleagues

Experience of developing, following and understanding of the importance of Standard Operating Procedures and/ or policy.

Experience of the planning and organisation of resources.

	
A,I




A,I


A






A,I




A,I



	
Experience of working in higher education admissions, student services or disability support

Experience of working with placement providers or in a clinical/practice-based education setting

Experience of managing and utilising specialist student management systems


Knowledge of University policies, procedures or working practices

Experience of writing policy and procedure


	
A





A




A





A,I



A, I


	Skills/
Aptitudes/
Competences/

	Comprehensive knowledge of work practices, policies and procedures relevant to the role

Ability to develop and implement improvements to systems and processes

High level of competence in IT and extensive familiarity with relevant Microsoft Office Software

Able to analyse data and present findings

Excellent interpersonal and communication skills, including written and verbal communication

Ability to build internal and external relationships

Ability to work independently, using own initiative, and prioritise own work activities to meet deadlines, adjusting priorities as needed.

Ability to provide advice and respond to enquiries in a tactful and professional manner.



	A,I




A,I



A




A,I


A,I




A,I


A,I





A,I
	Experience of delivering training and briefings
	A,I

	Other



	Ability and willingness to travel regularly between Keele and Harper Adams campuses

Understanding and awareness of confidentiality and its importance.

Committed to continuous improvement and professional development, undertaking training as required.

Ability to work flexibly according to the demands of the role / to support the needs of the service



	A, I




A,I



A





A,I



	
	



For an informal discussion regarding this role, please contact Dr David Mazzocchi-Jones, Director of Admissions and Student Experience: d.mazzocchi-jones@hkvets.ac.uk 

For full post details and to apply, please visit: www.keele.ac.uk/vacancies 
Keele University employees wishing to apply for this vacancy should login to Employee Self Service and click on the 'View current vacancies' link.

Closing date for applications: 29th November 2026

Interviews will be held on: 10th December 2026
Post reference: KU00005392
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