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	Job Title:
	Co-Tutor

	Unit/Directorate:
	Shaftesbury Millie College – Shaftesbury Education

	Reports To:
	Tutor
Annual Salary - £26,075 per annum - Term time only

	Purpose of the Job
	

	To be a member of the student facing College education team working under the direction of a class Tutor to support the design and delivery of a personalised curriculum to individuals and whole groups. To support the Tutor in ensuring the collection of evidence for assessment and recording of learner progress.  To lead the planned programme of student activities.  To be involved in personal and physical care, including moving and handling, and will work to health and safety guidelines ensuring the safety and wellbeing of students.

As agreed and subject to experience, to be part of the College Behaviour Response Team and work directly with the Behaviour Support Lead
	



	Main Duties



1. To work as a member of the education team in the planning, preparation, delivery and recording of the educational programme of the students.
2. To assist in the provision of the support necessary for students to make progress, to be safe and to function as effectively as possible.
3. Under the direction of the class Tutor, to lead student activities and sessions.
4. To maintain records, to prepare reports, and to attend student meetings at the direction of the Tutor in accordance with the college procedures.
5. To participate fully in meetings, staff training and other activities at the direction of the Tutor and leadership team.
6. To contribute to the creation and maintenance of a stimulating and well-ordered environment for learning and teaching. 
7. To participate fully in the College’s quality assurance processes.
8. To contribute to the pre-entry assessment of prospective students and the baseline assessment of new students.
9. To support students who have communication needs through total communication approaches.
10. To embed & promote Equality, Diversity & Inclusion in all aspects of your work.
11. To balance giving our students the direct support they need with encouraging appropriate levels of independence.
12. To provide guidance to Education Support Assistants around Education, Personal Care, Behaviour that challenges and therapeutic approaches
13. [bookmark: _Hlk244690838][bookmark: _GoBack]To perform such additional duties commensurate with the post of Co-Tutor as may be requested by a Tutor or Senior Manager.

Expectations:
· To work within the framework of the mission statements, aims, policies and procedures of Shaftesbury and of Millie College and to support the Christian objectives of the organisation.
· To be committed to the development of opportunities for inclusion by all students attending the College.
· To accept a personal commitment to the corporate responsibility for the education, care and development of all students attending the College.
· To promote and develop a team approach across all professional disciplines to the work of the College.
· To be a role model for staff and students in all aspects of personal and professional conduct and by exemplifying the Code of Conduct of Shaftesbury.

Confidentiality 
Any information relating to people using the service acquired in the course of duty must be treated in strictest confidence and must be discussed only within the confines of the work setting with the appropriate member of staff.

Any information relating to staff acquired in the course of duty must be treated in the strictest confidence and must be discussed only with other senior members of staff or with the line manager.

Health and Safety 
The post holder must be familiar with Shaftesbury’s health and safety policy and guidelines.  All work should be undertaken so as to be consistent with these, and so as to ensure their own health and safety, and that of others affected by their work.

Safeguarding
The post holder must be familiar and understand Shaftesbury Safeguarding Policy and Guidelines.  All work should be undertaken so as to be consistent with these, and so as to ensure own health and safety, and that of others affected by their work.

Ensure that dignity, choice, respect, independence and rights are upheld at all times.

Note:
This job description is not exhaustive and amendments and additions may be required in line with future changes policy.  It will be reviewed annually.
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Key to Assessment Method
P = Pre application  A = Application I - Interview T = Test  D =Documentary Evidence 
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WORKING RELATIONSHIPS AND CONTACTS

	Internal: Tutors, MDT team, Leadership, Administration Team, Estates Team

	External: Parents/Carers, External MDT Professionals





	JOB TITLE:
	Co-Tutor



	
	Essential
	Desirable
	Assessment Method

	Qualifications
	· Evidence of continued professional and personal development.
· Evidence of good level of general educational attainment to level 3 Teaching Assistant or equivalent.
· Level 2 qualifications in English, IT and Maths. NB Candidates without formal qualifications may be asked to sit additional literacy and numeracy tests as part of the interview process.
· An appropriate professional qualification or a commitment to gain such a qualification within two years of appointment.

	· Full driving licence and willingness and ability to drive college mini-buses/cars.

	I/A

I/A


I/A/D




D

	Knowledge
	· Understanding of, and commitment to, the principles, ethos and Christian values of Shaftesbury and of Millie College
· An understanding of safeguarding and a commitment to creating a safe environment.
· Willingness to learn new tasks and undertake further training
	· Good IT skills

	I/A


I

	Experience
	· Experience of working with young people or adults with learning disabilities including ASD

	· Direct personal experience and/or knowledge of disability.
· Evidence of paid or voluntary work with children or young people over a sustained period of time.
	I

	Technical/
Work-based Skills
	· Confident users of MS Products including MS Word and basic Excel. Must be able to use College evidence for learning application and student database.

	
	I/A

	General Skills/
Attributes
	· Commitment to Inclusion
· Commitment to share responsibility for the education and care of students
· Excellent written and spoken communication skills

	
	I



Shaftesbury
Person Specification

D
Assessment Method Key: A = Application Form I = Interview T = Test D = Documentary Evidence
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This job description and person specification is not exhaustive and amendments and additions may be required in line with future changes in the post holder duties.

SAFEGUARDING

Shaftesbury is committed to safeguarding and promoting the welfare of adult, young people and children and expects all employees to share this commitment and follow our safeguarding policies and procedures.

EQUALITY AND DIVERSITY

Shaftesbury is an equal opportunities employer and positively encourages applications from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, gender reassignment, religion or belief, marital status, or pregnancy and maternity. 

Shaftesbury aims to create and sustain an inclusive work environment which provides equality of opportunity for everyone and reflects the diversity of the communities we serve.  The post holder is required to uphold the Equality and Diversity policy and comply with the code of conduct which sets out our standards of behaviour towards those who use our services or work within them.

CHRISTIAN ETHOS AND VALUES

The post holder must carry out all duties in a manner which is consistent with Shaftesbury values which are based on an inclusive Christian ethos.  

POLICIES AND PROCEDURES

The post holder must also maintain the policies, procedures and practices of the organisation and as far as possible, must ensure that all activities within the work setting are consistent with those values, policies, procedure and practices.

CONFIDENTIALITY

The post holder must ensure that any information relating to employees, service users and volunteers (future, current and past) is treated in strictest confidence and must be discussed only within the confines of the work setting with the appropriate members of the team or managers.

HEALTH AND SAFETY

The post holder must be familiar with Shaftesbury Health and Safety policies and guidelines.  All work should be undertaken so as to be consistent with these, and so as to ensure own health and safety and that of others affected by their work.
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