
BRACKNELL FOREST BOROUGH COUNCIL

JOB DESCRIPTION

	Department: CYPL
	Section: Learning and Achievement 

	Post Number: 
	Location: Bracknell Forest Council 

	Job Title: 

Family/Community Learning Tutor
	Grade/Salary Range: £23 ph for teaching, £15 ph meeting/administration rate



	JOB PURPOSE

	To plan, design, deliver, assess, evaluate, develop and manage course / class activities within the specified subject area/s that are relevant and accessible to Bracknell Forest residents in line with funding agency objectives. To provide the highest levels of quality in the delivery of teaching, learning and assessment to learners.



	MAIN DUTIES AND RESPONSIBILITIES

	1. Plan, prepare, develop, deliver, review and evaluate agreed courses in a flexible and creative way, utilising digital technologies and other resources as appropriate and in line with Community Learning policies to meet both the needs of the learners and course and service requirements.
2. Follow the service’s quality assurance procedures by completing relevant documents such as up-to-date group profiles, course outlines, schemes of work and lesson plans and recording learner progress, achievement and evaluation of course activities.
3. Take part in the service’s observation of teaching, learning and assessment process, working to agreed improvement plans and sharing best practice.
4. Undertake course administration including maintaining registers and checking learners’ enrolment status. This includes returning specified course documentation to the community learning coordinator by given deadlines to meet funding and audit conditions.
5. Where relevant, provide induction and advice and guidance to learners on the requirements of the learning programme, as well as suitable progression routes.
6. Keep up to date with subject area and curriculum developments and acquire new skills, including IT/digital skills.
7. Undertake relevant duties in relation to external assessment and accreditation as appropriate. This will include organising learner registration and entry with relevant awarding bodies.
8. Implement strategies to ensure learner attendance, participation, retention and achievement.
9. Undertake continuous professional development, including attending service organised meetings and training and contributing to the service self-assessment process.
10. Contribute to the effective management and promotion of equality and diversity; this includes using teaching materials and methods that are relevant to diverse learners and embedding British values within you teaching in accordance with the Government’s Prevent strategy.

11. Carry out all aspects of the role in accordance with health, safety and welfare requirements, as well as safeguarding. Work at all times in accordance with Bracknell Forest Council’s policies, procedures and core values. 

12. Work flexibly to meet the needs of the service, including working in community locations.

13. Work effectively with internal and external partners and stakeholders as appropriate to the role.
14. Carry out other duties that may from time to time be necessary, compatible with the nature of the post. It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the duties of the post. It is intended to give an overall view of the position and should be taken as guidance only.


	SCOPE OF JOB (Budgetary/Resource Control, Impact)

	Working as a member of the community learning service to promote the value of adult and community learning and develop and deliver high quality learning programmes.



