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ROLE DESCRIPTION

Role Title:		Sessional Tutor

Responsible to:	Employment Services Manager  

Location:		Main Site and Idle Valley (Retford)



Key Tasks

· To deliver quality teaching and facilitate the learning process for students, appropriate to the curriculum element of their course.

· To play a full supporting role in the planning, administration, assessment, review and quality processes of the course.

· Safeguarding and promoting the welfare of children

Specific Objectives

· A commitment to work in accordance with the six shared values: serving our students and community, professionalism, respect for other people and teamwork, caring, honesty and integrity, a positive, “can-do” approach.
· To participate in the provision of First Aid assistance if required.
· To be responsible for safeguarding and promoting the welfare of your students having due regard to the College’s Child & Vulnerable Adults Protection Policy. 

Duties and Responsibilities

Pre-course preparation

· To provide information to assist in the promotion of the course for advertising and for the Course Information Sheet.

· To provide the content to the public for the Course Information Sheet prior to the enrolment period.

· To prepare a scheme of work and make it available to the Teaching & Learning Manager.

· To attend enrolment sessions.  At enrolment to provide information and guidance which enables potential learners to make appropriate course choices.

· To attend induction and staff meetings.

Teaching
· To complete initial assessment, negotiate learning goals, set realistic outcomes with all learners and record on the Individual Learning Plan.
· To prepare thoroughly for each teaching session, this includes preparing a Session Plan and acquiring appropriate resources and teaching materials.
· To teach the course using a variety of relevant methods and approaches to enable and support individual learning styles.
· To ensure equality of opportunity for all learners, by removing barriers to learning, encouraging learner autonomy and taking in to account cultural diversity.
· To assess learners and give feedback on their progress.
· To assist learners with assessing and recording their own progress.
· To plan, carry out and record evaluation with all learners at least once a term.
· To undertake a mid-term review and a summative evaluation with learners.
· To ensure all learners complete the areas End of Course Evaluation Form.
· On completion of the course to provide a report on the course for the Community Manager.

Related Duties
· To maintain a course file containing Scheme of Work/Session Plans and all records relating to teaching and learning.
· To complete course registers accurately and respond to and record action taken for unknown absences.
· To keep records of learners progress and outcomes.
· To keep records of learners’ destinations.
· To mark assignments within a stipulated time.
· To arrive punctually (good practice would normally be ready at least 10 minutes before the start of the session).
· To leave the teaching area in a suitable condition for the next class
· To take responsibility for the Health and Safety of learners.
· To comply with Health and Safety requirements within the work area and report any concerns to the staff responsible for the site.
· To complete contractual obligations by attending staff meeting and curriculum development meetings.

Learner Support
· To provide advice, guidance and assessment before, during and at the end of the course, including information on progression routes.
· To identify individual learning needs and promote all forms of learner support including childcare, learner support funds, arrangements for the support of learners with disabilities.
· To contribute to the measures to improve the attendance retention and achievement rates of learners on the course, in consultation with the Community Manager.

Professional Development
· To gain appropriate qualification required by Qualified Teacher Status and become a member of the Institute for Learning within timescales agreed with line manager.
· To attend in-service training as advised by line manager.
· To keep up to date with development in the subject areas and with national standards in adult teaching and learning, including developments in technology to integrate ILT in learning.

CONTINUOUS PROFESSIONAL DEVELOPMENT

The College has excellent facilities and offers support to enable you to continuously update your skills and qualifications.

PERSONAL DEVELOPMENT REVIEW

Personal development reviews take place annually, reviewed every six months and role descriptions are reviewed as part of this process.

This post is Exempt from the Rehabilitation of Offenders Act 1974 and subject to Enhanced CRB Disclosure clearance.

PERSON SPECIFICATION

	SELECTION CRITERIA
	Essential/
Desirable
	Method of Assessment

	Knowledge (Education/Qualifications):
· To hold a City & Guilds 7407 teaching certificate or     be willing to work towards this qualification.
· First Aid qualification
· Level 2 Literacy and Numeracy
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	Skills:
· Effective verbal communication skills enabling you to deliver a topic to a group of people within agreed learning objectives.

· Accurate communication skills enabling you to produce schemes of work, session plans, course materials and learner documentation etc.

· Ability to negotiate individual learning plans/goals.

· Ability to facilitate learning with individuals and groups, using a variety of teaching techniques.

· Interpersonal skills which promote effective interaction with learners and staff.

· Proven knowledge, skills and understanding of subjects taught.

· Ability to motivate self and others.

· Ability to provide on-course guidance.

· Ability to assess work and record individual progress.

· Manage the various demands in Adult Education of individual courses, the programme objectives and administrative requirements for quality assurance.

· Active commitment to equality of access opportunity and outcomes.

· Suitability to work with children
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	Experience:
· Experience of working with a group of adults in a variety of settings.

· Experience of Teaching

· Experience of designing a course and planning its delivery
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	Personal Qualities:
· Self motivation and self organisation, including the ability to prioritise, set and meet deadlines and targets.

· Willingness to undertake activities to update own knowledge and skills.

· Commitment and compliance to all college policies and procedures including Health & Safety, Equality and Diversity, Child Protection.



A commitment to work in accordance with the six shared values:
· Serving our students and community
· Professionalism
· Respect for other people and teamwork
· Caring
· Honesty and integrity
· A positive, “can-do” approach
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