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Senior Tutor 
Team:


Guidance Team
Reports to:
          Assistant Principal: Guidance
Location:

Worthing 
Job Purpose

· To maintain high quality pastoral supervision, guidance and support in order to enhance their achievement, progression, personal development and wellbeing.

· To task manage and quality assure the work of a small team of Personal Tutors.
· To work as a member of the Group’s Safeguarding team.
Key Responsibilities

· To take referrals and work individually with students on issues such as discipline, welfare, attendance and progression; to take particular responsibility for implementing the disciplinary procedures at stages 1 and 2.
· To be accountable to the Assistant Principal for Guidance for the task management of a team of tutors. 

· To task manage the on-going work of tutors with regard to student supervision, support and intervention. 

· To ensure that tutors follow all procedures by meeting with them in a regular meeting cycle on an individual and team basis. 

· To take referrals as a member of the Group’s Safeguarding team, providing support to vulnerable students, liaising with internal and external sources of student support and attending regular Safeguarding Team meetings.

· To take on a share of pre-enrolment, enrolment and re-enrolment interviews and undertake the necessary training to ensure consistency of advice in these areas.
· To contribute to the delivery of the College’s UCAS support for students applying to university, including delivering workshops and checking the quality of applications before they are sent. 
· To meet regularly with the Operations Team lead to monitor the effectiveness of intervention in the curriculum division and to discuss students who are a serious cause for concern.
· To take responsibility for organising some events or processes in the student progression programme. 

· To contribute to the delivery of college agendas and strategies such as our Mental Health Strategy, Careers Strategy and Prevent Duty. 

· To ensure that tutors’ absences are covered appropriately in liaison with the responsible line manager.  

Role Context

Chichester College Group expects staff to:

· Work within the context of the Group’s core values, code of conduct, quality requirements and continuous improvement ethos.

· Undertake their duties in accordance with Group policy and procedures, particularly with respect to:

· Human Resources policies and procedures;

· Equality, diversity and inclusion policies and procedures;

· The Group’s health and safety policies and procedures;

· Safeguarding and Prevent;
· The Group’s policy on the confidentiality of data stored electronically and by other means in line with data protection legislation.

· Keep abreast of developments in their own area of expertise and undertake staff development opportunities where identified and approved, subject to funding.

Evening and weekend work may be required.

You may be required to undertake such duties as may be reasonably required of you commensurate with this grade.

Work outside the Group must not interfere with the effective delivery of your duties.  Additional work requires approval by the Chief Executive Officer.

Other supporting information can be found on the Group’s website.

This job description is current at the date shown below.  It is liable to variation by management in consultation with you to reflect or anticipate changes in, or to, the job.

	Criteria
	Essential/

Desirable
	Assessed

	

	Qualifications

	GCSE English and Maths at Grade C or above, or equivalent
	Essential
	Application Form/ Certificates

	Educated to A Level, or equivalent in 3 or more subjects
	Essential
	

	Educated to degree level
	Desirable
	

	Higher degree/professional qualification relevant to an education provider
	Desirable
	

	

	Experience

	Experience with the age group – for example from teaching, careers work or other relevant background
	Essential
	Application Form/ Interview/ Assessment

	Significant experience of strong team working
	Essential
	

	Experience of change management and successful quality improvement  
	Desirable
	

	

	Knowledge

	An awareness of the advice, guidance and information needs of the 16-19 age group and of the support services available to them
	Essential
	Application Form/ Interview/ Assessment

	Knowledge of the College curriculum and high level of awareness (or willingness to learn quickly) about progression options for 16-18 year olds, including UCAS procedures
	Essential
	

	Knowledge of the major features of Further Education provision, including the careers agenda, safeguarding and the Ofsted Inspection Framework 
	Desirable
	

	

	Skills and Abilities

	Persistence and rigour in their work – to ensure that students are carefully monitored through their time at college
	Essential
	Application Form/ Interview/ Assessment



	Communicate effectively (written, listening and oral) and present effectively to individuals and groups
	Essential
	

	Provide effective guidance, support and supervision to students
	Essential
	

	Organise and co-ordinate events for large groups of students and/or staff
	Essential
	

	Make appropriate decisions in liaison with a range of internal and external parties and to communicate all decisions and issues in a positive manner
	Essential
	

	Administrative efficiency and attention to detail

	Essential
	

	Ability to interpret data and information (numerical and written)
	Essential
	

	

	Attributes

	A genuine interest in and empathy with the 16-19 age group
	Essential
	Interview

	The ability to forge effective relationships with students and staff
	Essential
	

	Commitment to continuous personal and institutional development
	Essential
	

	

	Other Requirements

	Satisfactorily meeting the Group’s employment checks – a Disclosure and Barring Service Check (including any relevant overseas checks), health assessment, references, qualifications and legal entitlement to work in the UK
	Essential
	Checks and Clearances




Any appointment is subject to the Corporation’s terms and conditions of service.

	Working hours per week:
	18.67 hours

	Working weeks per year:
	39 working weeks per year, paid for 45.1 weeks to include holiday entitlement and pro rata entitlement for Bank Holidays.

	Contract type:
	Fixed term until 31 July 2020.


	Salary:  
	Pro rata of £26,724 – £29,210 (i.e. £11,695.46 - £12,783.43) per annum 


	Holiday entitlement:
	The annual leave year runs from 1 January to 31 December.

27 days pro rata per annum and this is factored into your salary payment. In addition, the days between Christmas and New Year are not deducted from your leave entitlement.  

	
	

	Holiday restrictions:
	Leave cannot be taken on certain days designated by the Group, e.g. development and administration days. Leave is to be agreed in advance with the line manager. Academic staff or staff supporting teaching and learning cannot take leave during term time.

	
	

	Pension scheme:
	Permanent and fixed term staff (regardless of how many hours they are contracted to) are automatically opted into the Local Government Pension Scheme unless they elect to opt out of the pension.  The Group contributes to this scheme and the employee contribution is determined by the level of actual pensionable pay and the guidelines given by the LGPS. Alternatively the employee may opt out within the first 3 months of employment. Bank staff will be subject to auto-enrolment into the Local Government Pension Scheme (“LGPS”), based on certain qualifying criteria as determined by The Pension’s Regulator. However, Bank staff may still elect to opt into the LGPS if they wish.




	Term time only:
	Salary payments will be paid in 12 equal instalments over the year into a bank account.  



	Salary recalculation:
	In the event that your contracted hours or weeks change or your employment is terminated by either yourself or the Corporation, your salary will be recalculated based upon the anniversary of the date that you commenced in post and the number of working and non-working weeks from that date to your contractual change or your leaving date. If the number of non-working weeks exceeds the accrued entitlement to paid holiday, the Corporation will be entitled to deduct the excess from any sums due to you, including payment of salary. If, on the other hand, your non-working weeks are less than the entitlement due to you, the Corporation will pay you the appropriate sum in lieu thereof.
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