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Job Description 2018 - 2019
	EL LIMONAR INTERNATIONAL SCHOOL MURCIA

	JOB DESCRIPTION 
	Key Stage 3 – 5 Tutor & Co-Tutor

	Reporting to:
	KS3: KS3 Pastoral Coordinator & Head of Upper School

KS4: Head of Upper School

KS5: Head of Sixth Form & Head of Upper School 


The job holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the relevant Cognita Safeguarding; Child Protection Policy and Procedures at all times.  If in the course of carrying out the duties of the role, the job holder identifies any instance that a child is suffering or likely to suffer significant harm either at school or at home, s/he must report any concerns to the School’s Designated Safeguarding Lead (DSL) or to the Headteacher or Executive Principal or indeed to the Regional CEO so that a referral can be made accordingly to the relevant third-party services.

General Responsibilities: 
To understand, uphold and promote the school aims, principles and objectives
· Fulfil contractual requirements 

· To be accountable to their line-managers as shown in the ELIS Murcia academic leadership and management organigram. In some cases, tutors will be set specific performance management objectives relating to their work as a class tutor.
· To keep abreast of educational developments both in the content of the PSHE curriculum and in issues that affect young people, and to make recommendations to their line-managers.

· To fully understand, promote and implement ELIS and Cognita Safeguarding policy and procedures

· To assist line-managers with the implementation of the School Improvement Plan and school self-evaluation processes.

· To support other Tutors and support staff within their Key Stages in the carrying out of their job descriptions.

· To play an active role in the school’s commitment to development of the whole child. 

· To establish and maintain proper standards of professional performance.

· To understand and fulfil all responsibilities in accordance with whole school academic and organizational policies

· To promote ELIS values.
General Year 7-11 Tutor Tasks:
· Encourage a sense of camaraderie, collective responsibility and friendship within and across tutor and Year groups
· Make time available to discuss any individual or collective concerns and keep a record (in the tutor group file) of all formal meetings with students
· Monitor the academic and pastoral progress of each student and liaise with the SENCo, Head of Upper School and/or Head of Sixth Form as necessary

· Attend Parents’ Meetings as required by the Upper School leadership 
· Meet with parents to discuss each pupil’s progress 

· Write a written report of all formal meetings with parents & send to the corresponding line manager/s as detailed above within 48 hours

· Be aware of each pupil’s family circumstances, dietary and medical information, and to pass on information to other staff as necessary 

· Receive and file communications from home or elsewhere and to take action when appropriate

· When a student is referred to the tutor by a member of staff, to provide appropriate feedback and advice, but under no circumstances to administer punishment on behalf of other staff

· If required after prior consultation with the corresponding line manager/s as detailed above, to administer Daily Report Sheets to pupils in order to better monitor academic and/or social circumstances
· Report accidents/incidents to the corresponding line manager/s as detailed above as appropriate
· Contact a pupil’s family if a pupil is absent for 3 consecutive days

· Issue letters, reports newsletters, etc and ensure pigeon holes are checked daily
Yearly
· Organise the election of a representative to the Student Council

· Ensure, at the beginning of the school year, or in the case of new arrivals during the year, that pupils understand the functioning of the school, the tutor group system, their rights and responsibilities, how to use the journal, etc.
· Monitor, with particular care for the first month, the progress of each pupil new to the school, to ensure that s/he is integrating adequately into the social and academic life of the school

· Make an introductory telephone call to all new families within the first 2 weeks of a new pupil starting at school

· Assign a “buddy”, from within the tutor group, to guide the new pupil during the first weeks
Termly
· Complete the “tutor” section of the Termly Reports (also Initial reports as required)
· Prepare children for participation in assemblies if required according to the Assembly programme
Weekly
· Sign student diaries for proper use every week and follow up any comments made by parents

· Deliver PSHE sessions, differentiating set resources appropriately according to class
· Accompany pupils to assemblies and ensure that behaviour during assembly is excellent 
· Monitor and track Behaviour and Achievement points on SIMS
· Add names to shared behaviour tracking documents as necessary
Daily
· Complete the register and actively monitor pupil attendance reporting concerns to the corresponding line manager/s as detailed above
· Ensure that the School Office is duly informed of any messages from parents (change of diet, no bus, early departure etc)

· Write messages to parents, or respond to theirs, as necessary

· Ensure that pupils present themselves (uniform/dress code, manners etc.) as required by school regulations
· Ensure that pupils have the appropriate equipment for learning

General Year 12-13 Tutor Tasks:

The tutor team in Years 12 and 13 works collectively to ensure that each tutor, apart from having specific responsibility for their own tutor group, can deliver training, support and guidance to the whole of the Sixth Form according to their own individual strengths.

The Sixth Form tutor team is led (line managed) by the Head of Sixth Form and must work at all times with a full commitment to promoting the Sixth Form development plan created by the Head of Sixth Form and Head of Upper School.
· Supervise levels of attendance and punctuality and contact parents when necessary

· Encourage a sense of camaraderie, collective responsibility and friendship

· Make time available to discuss any individual or collective concerns and keep a record (in the tutor group file) of all formal meetings with students

· Attend Parents Meetings as required by the Upper School leadership 

· Meet with parents to discuss each pupil’s progress 

· Write a written report of all formal meetings with parents & send a copy the Head of Sixth Form within 48 hours

· Be aware of each pupil’s family circumstances, dietary and medical information, and to pass on information to other staff as necessary 

· Receive and file communications from home or elsewhere and to take action when appropriate

· When a student is referred to the tutor by a member of staff, to provide appropriate feedback and advice, but under no circumstances to administer punishment on behalf of other staff

· If required after prior consultation with the Head of Sixth Form, to administer Daily Review Sheets to pupils in order to better monitor academic and/or social circumstances

· Report accidents/serious incidents to the Head of Sixth Form, Head of Upper School or Headteacher as appropriate. 
· Ensure that students are supported in their applications for jobs and to schools, colleges and universities both in Spain and abroad. This is done in conjunction with Head of Sixth Form, the Selectividad and National Further Education Coordinator and the Exams Officer

· Issue notices, newsletters, etc.

Yearly

· Organise the election of a representative to the Student Council

· Ensure, at the beginning of the school year, or in the case of new arrivals during the year, that pupils understand the functioning of the school, the tutor group system, their rights and responsibilities, how to use the journal, etc.

· Monitor, with particular care for the first month, the progress of each pupil new to the school, to ensure that s/he is integrating adequately into the social and academic life of the school

· Make an introductory telephone call to all new families within the first 2 weeks of a new pupil starting at school

· Assign a “buddy”, from within the tutor group, to guide the new pupil during the first weeks
Termly

· Complete the “tutor” section of the Termly Reports

Weekly

· Follow up any comments or questions made by parents

· Deliver the Sixth Form pastoral/PSHE programme

· Accompany pupils to assemblies and ensure that behaviour during assembly is excellent 
· Monitor and track Behaviour and Achievement points on SIMS
· Add names to shared behaviour tracking documents as necessary
Daily

· Complete the register 

· Ensure that the School Office is duly informed of any messages from parents (change of diet, no bus, etc.)

· Write messages to parents, or respond to theirs, as necessary

· Ensure that pupils present themselves (dress code, manners etc.) as required by school regulations
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