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Job Description    

Job Title:     
Pastoral Support Tutor 


Grade:


Business Support Scale 6

 
Responsible to:
Head of Faculty
Introduction

The College Group’s Vision and Values are embodied in the following statements:

1. The acquisition of knowledge, which is linked to tangible skills development in a safe learning environment, is the essence of a quality learning experience. If this process also challenges reasoning, planning and individual organisation then it will develop valuable learner skills allowing individuals to realise their full potential. Sparsholt College is committed to widening participation in all its learning activity and is committed to making provision available at all academic levels to match the diverse needs of our learners.

2. The College is committed to the principles of partnership and collaboration with a range of likeminded organisations on a local, regional, national and international basis and will deliver its Vision and Values through a culture of a professional, open and self critical organisation that embraces change and believes in high quality and where responsible contribution of individuals is encouraged and valued at all levels.

3. The College is committed to encouraging and demonstrating enterprise, entrepreneurialism and innovation amongst learners and staff through the curriculum and to developing the commercial activity of the College.

What will I be doing? (Contribution statement) 

Under the direction of the Head of Faculty (or their Assistant) and in liaison with the Student Support Co-ordinator, you will be focusing upon learner retention and success through:

1. Providing regular 1-1 support for those learners assigned to you to enable them to access all aspects of the College curriculum offer.

2. Contribute to the college achieving ‘outstanding’ levels of student retention and achievement, by

a. Tracking and monitoring academic progress, attendance, and welfare concerns for an agreed caseload of learners.

b. Identifying learners who are giving cause for concern and collaborating with the student support team to appropriately support and monitor the progress of students who are a ‘cause for concern.’

c. Supporting all learners assigned to you to achieve at their full potential, through appropriate mentoring, close liaison with Course Tutors, subject staff, instructors and, where appropriate, Residential Support staff.

d. Lead group pastoral and personal development activities (e.g. relating to health awareness, job search or HE application procedures), relevant to the needs of the learners assigned to you

e. Assist College Academic Staff, to coordinate and undertake their duties as required by the Assistant Principal.
3. Provide a point of contact for students to provide advice about welfare and other support to which students are/may be entitled. 

4. Provide interim, short-term intensive support for students who present in crisis, to enable you to identify and refer on to appropriate specialist support e.g. YSS/Counselling.
5. Support the promotion of college-wide and campus-specific aspects of personal and social development, by taking the lead on specified aspects to provide inputs to specified tutorial activity, including: presentations to your assigned tutor groups and/or broader groups of students; briefings to Course and/or Subject Tutors and other staff teams; staffing occasional and topical information stands and help-lines; and supporting the Student Support Team in hosting external agencies involvement on campus e.g. health and sexual awareness clinics; welfare awareness events/presentations; health clinics etc.  

Main Duties and Responsibilities

1. Provide up to date, accurate general information, advice and guidance support to students, parents and other College Group staff about academic performance (in accordance with the Learner Conduct and Learner Performance policies), and financial/welfare matters and procedures.
2. Meet regularly with all learners assigned to you to review academic performance, personal conduct, and to support with financial and/or welfare matters

3. Maintain accurate records, in paper and electronic formats, of all interactions with learners and their parents, guardians and/or carers.

4. Ensure achievement of agreed operational objectives and targets, though close liaison with the Head of Faculty and prioritisation of your activities.
5. Liaise closely with the Student Support Coordinator to co-ordinate and assure the provision of comprehensive and effective additional support for students.
6. Ensure your compliance with College Group procedures, protocols and administrative processes and procedures pertaining to the provision of support for students and Learner Protection.
7. Assist the Student Support Coordinator in the development and implementation of college and campus-wide activities, college-wide informational materials and teaching materials, and arrangements for enrolling students onto enrichment activities, in support of the college’s tutorial and enrichment programmes and which appropriately reflect the Every Learner Matters strategies.
8. Participate in regular review and personal implementation of the agreed processes for identifying, appropriately supporting, and monitoring the progress of students who are a ‘cause for concern.’

Detailed Responsibilities

Leadership and management 

1. Contribute proactively to the overall dynamic leadership and management of the Academic and Student Support Teams. 

2. Contribute to the self-assessment and development planning for the area.
3. Provide clear, accurate, and timely reports to the Head of Faculty as required.
Specific College Responsibilities
1. Provide appropriately tailored support to an allocated caseload of learners, ensuring that individual and/or group-based support is provided to address their identified needs and ensure that they are able to fulfil their potential for academic achievement.

2. Collaborate with College Academic Staff and Student Support Staff, to ensure that an appropriate range of up to date information is provided students, in an appropriate range of formats e.g. Travel, Financial, Health Awareness, Medical Services, and Welfare etc. 

3. Provide interim, short-term intensive support for students who present in crisis, to enable you to identify and refer on to appropriate specialist support e.g. YSS/Counselling/Nurse.

4. Provide input as necessary on a one to one or group session basis, to support student needs e.g. anger management, money management etc.

5. Participate in regular review and implementation of the agreed processes for identifying, appropriately supporting and monitoring the progress of students who are a ‘cause for concern.’

6. Provide support for promotional events at the College such as career days and open college events, which may require working evenings and/or weekends.

7. In consultation with the Head of Faculty and/or Head of Student Support, act as the College Group representative with appropriate external agencies and organisations.

Other
1. Participate in the performance management and appraisal process and to undertake appropriate staff development and training. 
2. Comply with and promote College Group Health and Safety policy and procedures and take appropriate responsibility to ensure the health, safety and welfare of self and others.
3. Comply with and implement all College Group policies and procedures in respect of Equality and Diversity and pursue the achievement and integration of Equality and Diversity throughout all the College Group’s activities.
4. Engage in professional development and networking for the purpose of continuous professional development (CPD) and inform the strategic planning process.
5. Undertake such other reasonable duties as required from time to time and review this Job Description at least annually with the Head of Faculty through the performance management & appraisal scheme.
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Notes;

This job description outlines the main duties and key performance outcomes of the role.  It is not exhaustive and may be varied by the College Group following consultation with the post holder. 

The job description, duties and key performance outcomes must be reviewed annually with the line manager and approved by a member of the Strategic Leadership Team.
Person Specification/Competency Profile   
Pastoral Support Tutor
	skills and core competencies
	

	Technically competent and informed (qualifications and training)
1. GCSE Maths & English (C or above) or equivalent (E)
2. Qualification in Social Work/ Counselling, Teaching or Youth Service (D)
3. Previous experience of working with young people in a post-16 pastoral context (D)

4. Evidence of strong CPD (E)
5. Certificated – First Aid at Work qualification or willingness to attain (E)

	Experience, knowledge and judgement
1. Knowledge and understanding of current developments in student welfare and support issues. (E)
2. Applies knowledge in a relevant and practical manner. (E)
3. Ability to work independently to resolve students issues and problems (E)
4. Takes appropriate and relevant information into account before making decisions. (E)
5. Knows when and where to use judgement, and when and where to seek help or appropriate guidance. (D)
6. Previous experience of setting targets for, and evaluating of, the effectiveness of interventions (D)
7. Knowledge and understanding of Safeguarding legislation and best practice (E)
8. Knowledge and understanding of “Equality & Diversity” agenda (E)
9. Has organised several successful exhibitions/events for promoting themes/products/services etc (D)

	Managing and developing the business, clients and services (skills and attributes) 

1. Ability to make effective judgements on the use of research data (E)
2. Plans work in advance, understands and demonstrates track record of maintaining workflow and priorities. (E)
3. Understands our core business, strategic priorities, values and client needs (D)
4. Ensures own work fits with the College Group’s strategic objectives and planning and research priorities. (D)
5. Challenges the way things are normally done, seeks continuous improvement through enhanced services and delivery arrangements, whilst continuing to deliver core requirements. (E)
6. Competence in IT and ability to use a range of Microsoft Office (E)
7. Strong project management skills (E)

	skills and core competencies
	

	Personal qualities, communicating and relating to others.

1. Ability to work alone and be self motivated (E)
2. Friendly but assertive, outgoing and confident communicating with young people and adults (E)
3. Ability to manage conflicting priorities and effectively prioritise work. (E)
4. Track record of meeting deadlines, (E)
5. High quality written work, (E)
6. Ability to demonstrate empathy with, and strong commitment to meeting, the needs of individual students (E)


	Relating to, leading and developing others

1. Establishes and maintains effective working relationships with colleagues at all levels. (E)
2. Ensures colleagues are appropriately involved and informed, through sharing knowledge and learning (E)
3. Commitment to Equality and Diversity - encourages diversity and equality of opportunity, is aware of relevant legislation, the need for impact assessments and implications for the College Group. (E)

	Other

1. Possession of a driving licence, and valid insurance including business use (D)
2. Able to drive a minibus or willingness to be trained to do so (D)
3. Willingness to use own vehicle for business purposes (D)
4. Ability to undertake some travelling in the UK (E)
5. Prepared to work flexibly (evening, weekend and enrolment duty) to meet the needs of the College Group (E)


