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PASTORAL TUTOR (Full-time, term-time only plus two weeks)


Due to student numbers, the College is seeking an additional permanent Pastoral Tutor to work full time (37 hours per week), term-time (38 weeks) plus two weeks equivalent (74 hours) outside of normal term time hours.   Relevant training will be provided.

Job Purpose
Working as a member of the Tutorial team the successful candidate will be a Pastoral Tutor to groups of students, ensuring that they have excellent attendance and academic progress, supporting their social and personal development and performing a number of administrative duties.

Pastoral Tutors are responsible for both administrative and pastoral matters relating to the students in their group. They also exercise a degree of supervision over the academic progress of students.  The effectiveness of the tutorial system depends to a great extent upon the quality of the relationship between student and tutor and between tutor and tutor group.  

The Tutorial System
The College places considerable emphasis on the quality of its Tutorial Programme as a means of communication, and the support and wider personal and academic development of its students. Tutors meet once a week with their tutor group for registration, attendance monitoring and delivery of the activities related to the programme. In addition, they have a weekly time allocation to be used flexibly to meet with their tutees on a more individual basis. This time may also be used to meet with parents, teachers, or to complete administrative duties as appropriate.

The pastoral system is managed by the four Heads of Year.  Each Head of Year works closely with a small team of Pastoral Tutors to offer their team the help, support and guidance they require.

Working time
The hours will be worked in allocations of 3 hours per tutor group, each group consisting of approximately 22 students.  A full time Tutor would be responsible for 10-12 tutor groups.    

The successful candidate would be expected to attend parents’ evenings, tutorial team meetings, course confirmation days and relevant training days.  Where these take place outside of, and in addition to contracted term time working hours, they would be taken from the ‘plus two weeks’ hours or as agreed lieu time or, where this was not possible, paid as additional hours.   They would also be expected to spend some time contacting or meeting with parents after the end of the College day where this proves the best method of contact.  This would also normally be taken as lieu time.   
  



	
PASTORAL TUTOR
Terms of Employment

	General Conditions
	Conditions of employment for support staff are as agreed between the Sixth Form Colleges Association and staff representatives at national and local level.

	Start Date
	27th August 2024

	Status
	Permanent post in the College’s Support Staff structure.  

	Hours of work

	37 hours per week: 8.30 am - 4.30 pm (one day 30 minutes less at the beginning or end of the day), 5 days per week with a half an hour lunch break (unpaid), term time (38 weeks) plus 2 weeks/74 hours (worked outside of normal term time) per academic year.    
During the Spring term 2 or 3 additional weekly hours are likely to be required to carry out interviews for prospective students.  These hours will be taken from the ‘plus two weeks’ hours or as agreed lieu time or where neither is possible will be paid.  

	Pensions
	Support staff will be automatically brought into the Local Government Pension Scheme, administered by Worcestershire County Council.  Where the contract of employment is for less than 3 months, there is the opportunity to opt to join by completing an application form.  Contributions are banded and further information is available under www.lgps.org.uk.

	Holidays
	As a term-time employee, the leave entitlement is paid as part of salary and all annual leave is taken during College holidays.  

Full year employees receive 25 working days plus 8 public holidays.  There is an entitlement to an additional 5 days’ holiday after 5 years’ continuous service. 

	Pay
	Actual starting salary will be £22,892.29 based on the Sixth Form Colleges’ Support Staff Salary Spine points 11-13 (currently £26,097 - £27,747 pro-rata).

Appointment will normally be to point 11. A term-time factor of 0.8772 is used to calculate salary, which is spread equally throughout the year.

	Child Protection/
Safeguarding
	The College and all its personnel are committed to safeguarding and promoting the welfare of children, young persons and vulnerable adults.  This position is subject to an Enhanced Disclosure and Barring Service (DBS) check.  
Where you have lived overseas in the last 5 years the College is required to evidence an overseas check in addition to the DBS check.  Please refer to https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants  for further information as to how you can apply for a certificate of good character if you are appointed.  Where there is a charge applicants will be required to pay for this themselves.

	Equality and Diversity
	The College is an equal opportunities employer and staff, students, volunteers and workers are expected to respect the principles of open access and opportunity for all regardless of age, disability, gender identity, marital status, pregnancy and maternity, race, religion or belief, sex and sexual orientation.  Applications from members of the ethnic minorities would be particularly welcome as they are currently under represented in our workforce.

	Disability
	Where a disabled candidate is placed at a substantial disadvantage in comparison to a non-disabled applicant consideration will be given to any reasonable adjustments required to enable them to do the job after an offer of employment has been made.  
HR will discuss any reasonable adjustments required for the recruitment process with candidates shortlisted for interview.  The selection process will include a short presentation to a small group of students.  
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JOB DESCRIPTION


It must be recognised that this job description is likely to change as the circumstances of the College change and the post holder must recognise and actively adapt to these changes as they affect the job described.	

JOB TITLE:		Pastoral Tutor 

JOB PURPOSE:  	To be a tutor to groups of students, support their social and personal development, perform the administrative duties required of the role and ensure they have excellent attendance and achievement.

RESPONSIBLE TO:	Head of Year


MAJOR TASKS :

1. To interview and introduce new students to the College ensuring they understand their timetable, the obligations and opportunities available to them and settle in as quickly as possible.

2. To allocate courses to students new to the College after giving appropriate advice and guidance ensuring that the agreed programme matches the student’s ability and fits with his/her career aspirations.

3. To contribute to the development of resources to deliver within the tutorial curriculum. 

4. To discuss any change to a student’s Programme of Study having consulted with teaching staff and ensured that the student is aware of the implications of such a change and then to pass this information on to the relevant Head of Year.

5. To ensure that all students are aware of their rights, responsibilities and methods of communication, and complete other necessary important administration including Learner Agreements, Statements of Examination Entry, Questionnaires.

6. To keep an electronic student record on the College Portal of relevant issues, such as those relating to absence in line with the College's Attendance Policy and Procedures.

7. To ensure excellent levels of student attendance through proactive monitoring as well as responding to concerns about student attendance, consulting parents and teaching staff as necessary and following these up, referring matters to the Head of Year or Senior Leader for Student Progress and Pastoral Support, if necessary.

8. To review with students on a regular basis their progress in academic work, progression, enrichment and extra-curricular activities and to take steps to ensure high levels of student achievement, including through developing their skills of independent study.  

9. To counsel students with problems and difficulties that arise in their programmes of study or in their lives outside College and which have a bearing on their progress and to refer students to appropriate sources of information, guidance and support.

10. To refer to the Protection Team serious concerns regarding tutees’ personal safety.

11. To inform subject teachers (and Heads of Year if necessary) where problems exist which have, or may have, an influence on a student's work and to establish appropriate courses of action.

12. To advise about and monitor students' applications to employment, further education or higher education, referring students on to Student Services and outside advisors as necessary.

13. To prepare draft and final references for all students in the tutor group.

14. To provide appropriate learning opportunities in tutorial time on topics identified by those responsible for the tutorial programme or by the tutor personally.

15. To provide support and guidance with student’s independent study and progression through the supervision and delivery of Impact sessions.

16. To inform Student Records staff of any changes in a student's circumstances including home address and parent contact address and telephone number, and to supervise the checking of information held on the College database.

17. To participate in procedures to develop and improve tutorial policy and ensure the quality of the programme.

18. To keep abreast of best practice in tutorial policy and undertake training necessary to develop skills and awareness.


GENERAL RESPONSIBILITIES

1.	To be responsible for and committed to promoting and safeguarding the welfare of children, young persons and vulnerable adults whether responsible for, or in contact with them.

2.	To observe the College Health and Safety policy at all times, taking responsibility within own areas as set out in the policy.  

3.	To be fully aware of and implement College policies relating to equality and diversity and actively promote positive practice.

4.	To comply with all other College policies and procedures.

5.	To undertake continuing professional development 

6.	To undertake any other duties commensurate with this post as the Principal may from time to time decide.
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PERSON SPECIFICATION



JOB TITLE:	Pastoral Tutor
	Requirements
	Essential/Desirable 
	Assessment Methods

	Education and Training
	Essential
A level 3 qualification ie 2 or 3 A levels or equivalent

GCSEs or equivalent in Maths and English at Grade C or above
	
Application
Qualifications 

	Knowledge/ Experience
	Essential

An understanding of the education and welfare needs of young people aged 11+.

Experience of working with young people, aged 11+, within an educational or closely related setting.

Desirable

An understanding of the particular needs of 16-19 year olds

Experience of working successfully with students and a commitment to ensuring they fulfil their potential 
Teaching experience
Student guidance experience
Experience of speaking to groups
	
Application
Interview
References


	Skills/
Aptitude
	Essential
Ability to motivate, engage and connect with young people 
Enthusiasm and ability to learn quickly 
Ability to work on own initiative and as part of a team and to prioritise
High level of confidentiality and discretion
Ability to communicate effectively at different levels eg with students, parents, subject teachers and external organisations both orally and in writing
Excellent administrative, organisational and record-keeping skills
Ability to work calmly under pressure with changing priorities
Ability for and commitment to the use of ICT as an evolving tool to improve the students’ learning experience
	



Interview
References
Scenario exercise
Presentation*

	Other factors
	Essential
Patience, empathy, affability and positivity ie a ‘can do’ attitude
Reliability, determination and commitment
Resilience, adaptability and confidence
Commitment to equal opportunities, inclusion and safeguarding
Commitment to ongoing personal development and training
	


Interview
References
Application





* Candidates will be asked to contribute to an exercise exploring ways of dealing with various scenarios and to give a short presentation to a small group of students.

When shortlisting, the panel will seek evidence of the criteria above.  In exceptional circumstances, where there is evidence to demonstrate that the candidate has very strong potential or relevant overall experience, this might compensate for the inability to demonstrate a single essential criterion.  In such circumstances, the panel has the discretion to shortlist a candidate.
In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of young people including: motivation to work with them, ability to form and maintain appropriate boundaries and emotional resilience when dealing with issues of student discipline.
In line with the updated Keeping Children Safe in Education guidance, we will also carry out an online search on the shortlisted candidates. This may help identify any incidents or issues that have happened, and are publicly available online, which again would then be explored with the applicant at interview.

If candidates are shortlisted, any relevant issues arising from references will be taken up at interview.
If you do not hear from us, we regret that you will not have been included on the shortlist and we would like to thank you for your interest in the College.
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