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Job Description
Guidance Support Tutor 


Responsible to:	Guidance Support Manager 

Job purpose:	To provide pastoral support to, and work with students (individually and in groups) to focus on their learning and study skills, enabling them to progress and achieve to their full potential. 
Key Duties

Professional Responsibilities:
· Be responsible for attendance, progress and well-being of a caseload of students. (Each GST will be responsible for a variety of tutor groups and will deliver PREP sessions to these groups several times a week as well as conducting 1-2-1 student reviews)
· Monitor and improve levels of attendance and retention, utilising data available and taking immediate action through liaison with the Progress and Engagement Tutors, GST Manager, teaching staff, students, parent/guardians and support services. 
· Monitor and improve attainment utilising data and feedback available and taking immediate action through liaison with teaching staff, mentoring services, learning support staff and provision of study skills IAG. Utilise catch up and BOOST sessions facilitated by support colleagues
· Implement the student support and disciplinary referral systems and agree SMART targets and packages of support to ensure the engagement of students in their study programmes.
· Plan and deliver an exciting and interactive PREP programme, which includes careers and higher education information, advice and guidance, equality and diversity, social action, and values of a civilised society.
· Conduct a rolling programme of one-to-one support interviews with students in accordance with the college’s quality cycle, liaising with parents and staff, as appropriate, including at results time, and oversight of the students’ ILP (Individual Learning Plan).
· Ensure students’ ILPs are maintained and updated promptly and efficiently within funding agency guidelines and best practice, providing a clear and organised audit trail of issues arising and action taken.
· Advise students on the completion of Higher Education and employment applications and be responsible for co-ordinating and ensuring high quality academic references in conjunction with subject teachers.
· Provide information and offer impartial advice/guidance on future plans, and facilitate access to specific careers advice where more specialist knowledge is needed.
· Participate in all appropriate college activities, which include open evenings, parent evenings, enrolment and induction.
· Refer students, where appropriate, to additional specialist support.
· Be involved in school liaison (which might include some evening events) and in interviewing prospective students.
· Co-ordinate the change of course process and facilitate completion of quality assessment activity including student questionnaires.

Quality:
· Participate in professional development reviews and staff development activities, including peer mentoring, observations and training.
· Contribute to college and departmental self-assessment / planning.


Responsibilities of all staff:
· Promote high expectations of students in and outside the classroom; and promote and safeguard their welfare.
· Carry out administrative duties relevant to the post, including maintaining records and providing information/data.
· Work within college guidelines and promote college values.
· Give due consideration to Health & Safety and Equality & Diversity issues within all activities.
· Maintain confidentiality regarding sensitive or personal information.
· Carry out other duties as reasonably required by the Principal.
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