COULSDON COLLEGE
Tutorial Policy Statement
Tutorial Policy

1.
Policy Statement
The college provides high quality tutorial support for all learners in order to meet their individual needs and maximise their success and progression.
2.
Scope

All Coulsdon College learners.

3.
Definitions used in this policy

4.
Legislation


N/A.

5.
Policy Approval History
6.
Policy Content

6.1 The Aims of the college tutorial system are
· To provide every learner with a supportive advocate – their Personal Tutor – who will monitor and support their learning and progress
· To promote high aspirations for all our learners

· Provide an effective induction so that learners are aware of the college’s expectations and the support and opportunities available to them

· To identify and respond to individual needs and remove barriers to learning and success

· To sign-post students towards wider support services (college counsellors, financial support, Connexions and careers guidance)

· To promote positive partnership with learners’ parents/guardians

· To support learners’ personal development, safety and well-being 

· To help students develop as independent learners who are able to manage transition and progression through further/higher education and employment
6.2 The Tutorial Programme is part of each learner’s entitlement and will be delivered via a weekly 90 minute session delivered by the Personal Tutor, The programme will comprise both group tutorials and 1-1 reviews with the Personal Tutor:

6.3 The scheme of work for group tutorials will be coordinated by the Tutorial Manager and developed by all Personal Tutors. It will address the five key themes of ECM (Be healthy, Stay safe, Enjoy and Achieve, Make a positive contribution, Achieve economic well-being) and will stimulate and engage learners. The programme will be enriched by visiting speakers. The Tutorial Manager and Assistant Principal – Students will carry out observations of group tutorials in accordance with the College’s Lesson Observation Policy.

6.4 Personal Tutors will promote a high standard of attendance, punctuality and conduct among their tutees as set out in the Learner Charter and will

· Follow up lateness and absence each week and set targets for improvement on a regular basis
· Follow disciplinary procedures in accordance with the College Disciplinary Policy.
· Refer students for support as necessary (e.g. counselling, Connexions)

· Keep accurate records in the tutor file and PLP.

6.5 Tutor Review and Target Setting
Personal Tutors will carry out a one-to-one scheduled tutorial meeting with each tutee five times per year in accordance with the college calendar. Informal one-to-ones may be held more frequently.  The purpose of formal reviews is to:

· Track the learner’s academic progress using subject reviews and targets recorded on the Personal Leaning 

· Give individual feedback on overall progress

· Identify and explore reasons for difficulties which may have arisen and ensure appropriate support measures are in place

· Monitor and act on feedback from ALS and other support services

· Encourage the learner to review and reflect on his/her goals.

· Assist him/her in setting improvement targets for the next stage of learning.

6.6
Communication with parents/guardians

The college will ensure that parents, guardians and key workers of all (under 18 year old) students are kept informed regularly about their son or daughter’s progress and attendance in the following ways

· Parent/guardians will have access to their son/daughter’s PLP via Moodle. 

· Progress reports will be posted home four times a year following the formal Tutor Review. 
· Meet the Tutor evening at the start of each academic year

· Consultation Evenings in the autumn and spring terms

· Text messages, phone calls from Attendance Mentors/Tutors/Teachers, additional letters as appropriate.

For students over 18 years of age, it is College policy to continue to communicate as above with parents/guardians unless a student makes a written request to their Tutor that information should no longer be communicated to parents. We will assume this has been agreed with Parent/Guardians.  We shall retain the letter in case of any later complaint.
6.7 The Tutorial system will support learners to achieve their progression goals by providing information and guidance through group tutorials; by ensuring tutees are informed about internal progression opportunities at Coulsdon College, and by providing individual careers advice through Connexions. Personal Tutors will oversee their tutee’s applications to further and higher education and employments and will provide references as required. 
6.8 Tutorial support is complemented by the wider Student Services team which comprises the Pastoral Administrator, Student Services Reception, Attendance Trackers, Counselling, Nurse and Connexions services.

6.9 Feedback from student and staff will be collected regularly and will assist in monitoring and evaluation of tutorial work.  Feedback will be collected via:  tutorial group surveys, individual questionnaires, focus groups, Moodle and ALIS Attitudinal Surveys.  Students will be asked for feedback at least three times a year: during induction, after the first term and at the end of the year (May).
6.10 The College will support personal tutors by offering in-house and external staff development opportunities, by providing a Tutor guide and resource materials and by identifying specialists who can assist tutors in particular areas of work.
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