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POST TITLE:

Roving Tutor
DEPARTMENT:

Training
LINE MANAGER:
Work-Based Learning Manager
DATE COMPILED:
November 2010
GENERAL

The post holder will undertake assigned duties and responsibilities effectively and efficiently, ensuring that all actions are discharged within the regulatory and legislative requirements to which the College is subject, and:-

· With full regard for National Horseracing College’s equality and diversity, health and safety and safeguarding children and young people, prevent duty and British values requirements;

· To achieve individual and team targets assigned through the College’s annual planning and staff appraisal processes;

· Subject to National Horseracing College’s approved strategies, policies and procedures.

· Any breach of confidentiality in relation to the sensitive information, Code of Conduct, ICT usage Policy, College staff or learners, is considered a dismissible offence.
This job description sets out the duties of the post at the time of preparation, but these may vary.  Any changes to the duties and responsibilities are implemented after consultation with the post holder.  This job description will be subject to annual review as part of the staff appraisal process.

ROLE & RESPONSIBILITIES

Roving Tutors are accountable for the design, delivery, and occasional assessment of learning programmes within the appropriate curriculum area(s).
MAIN DUTIES

1.
Curriculum delivery

1.1
To recruit and deliver L2 Equine Groom, L2 Community Activator Coach and L3 Senior Equine Groom Apprenticeships at the National Horseracing College (NHC) and within the workplace.
1.2
To plan, research and prepare high-quality learning materials.

1.3
To assess student progress in line with awarding body requirements or assist with the organisation and running of the End Point Assessment.
1.4
To ensure the effective and efficient use of learning resources.

1.5
To maintain accurate and up-to-date records on learner progress and achievement on the required online systems.
1.6
Contribute to the delivery of workplace challenge days and assist in finding suitable work placements.

1.7
Assist where necessary in the delivery and assessment of diploma and other short courses in the workplace or at the NHC.

1.8
Assist in the collection of surveys from learners, mentors and employers and collect destination data.

2.
Learner support

2.1
To provide pre-entry advice Careers Information, Advice and Guidance (CIAG) to prospective learners.


2.2
To co-ordinate and deliver effective learner inductions.

2.3
Deliver personal tutorial support, including pastoral care and well-being monitoring with input from the workplace employers and mentors, and maintain associated documentation.
2.4
Monitor and support learner progress and encourage employers and mentors to do likewise to ensure successful outcomes.
2.5
Motivate and encourage learners, providing additional support where required.
2.6
To conduct regular learner reviews in the required timescales and report on progress and development.
3.
Programme management

3.1
To plan, organise and administer programmes including maintain programme documentation.
3.2
To attend team meetings to support effective communication and integration of activities.

3.3
To ensure learner feedback is collected at regular intervals.
3.4
Participate in staff hot topics and other CPD activities.
3.5
To provide relevant learner data and feedback to the MIS & Compliance Manager.
3.6
To support the marketing and recruitment team as required.
3.7
To liaise with external partners, including parents, employers, mentors and senior staff members, BHA Safeguarding teams, and Racing Welfare in the workplace.
3.8
To contribute to the continuous improvement of curriculum provision and quality standards, including attending the Self-Assessment Report (SAR) day at the NHC.
3.9
Support the organisations approach to embedding Functional Skills in the workplace by delivering meaningful support where required.
3.10
To provide guidance, training, and support to workplace mentors.

4.
Professional

4.1
To contribute to continuous improvement and the sharing of best practice across the college.

4.2
Engage in ongoing professional development to enhance performance impact.

4.3
To promote and maintain a positive, inclusive, and motivating learning environment.
4.4
Adhere to the staff Code of Conduct (COC) and maintain professional boundaries with learners.
4.5
Report any concerns regarding learners, employers, or other staff to your Line Manager

OTHER DUTIES

To work as a member of the Work Based Learning team, undertaking any additional duties commensurate with the grade of the post that may be required in addition to those already stipulated.

RISK ASSESSMENT

A risk assessment has identified that the following hazards are associated with the undertaking of the duties and responsibilities of this post.
	(  regular visual display unit (VDU) use
	□  normal vision/normal colour vision* is essential

	(  driving vehicles
	(  working in a noisy/dusty* atmosphere

	□  preparing, handling or cooking food
	(  use of/working near* machinery

	□  working in a food preparation area
	□  use of hazardous substances

	(  lone working
	□  working at  heights

	□  other – please specify




* delete as appropriate
POST HOLDER’S AGREEMENT

I understand and agree to the duties and responsibilities of this post.

	Post Title:



	Name (please print)



	Signed:
	Date:




Send a signed copy to Human Resources for your personal file.
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