Form Tutors

Form Tutor

Most members of staff are asked to act as Form Tutors. The role is a most responsible one and vital to the efficient running of the school, support of curriculum and successful pastoral care. For this aspect of work a teacher is accountable to the Learning Co-ordinator.
The Form Tutor should be the first person to whom a student will turn to for help or advice, although it may be necessary to refer the matter to the Learning Co-ordinator.

Roles/Responsibilities

1.
The promotion of the Personal and Social Development of their students.

2.
The promotion of the Moral and Spiritual and Cultural Development of their students.

3.
The promotion of Equal Opportunities.

4.
The accurate daily marking of the form register and seeing that all information kept in the register is up to date and passed through to the Attendance Clerk, Learning Co-ordinator and  Education Welfare Officer.

5.
Ensuring absences are accounted for by notes or telephone calls and reporting any not so covered to the Attendance Clerk.

6.
Dealing with returns of a routine nature, together with the distribution of information to parents.

7.
Assist the Learning Co-ordinator with the maintenance and administration of the school rewards/sanctions systems.

8.
Administration of reports.

9.
Assisting with the preparation of references and reports to outside agencies, as required.

10.
Attempting to ensure that all aspects of the ‘Code of Conduct’, dress code and general school rules are understood and followed by all members of the form.

11.
To perform a weekly check of the school planner, to attempt to ensure that all parts of it are correctly completed, homework is being regularly recorded, and to use it as a means of communication with parents.

12.
Where appropriate, deliver the school’s PSHE programme following the guidelines and materials produced by the Head of SPACE.

13.
On assembly days, attend assemblies with their form and supervise them throughout, unless attending an official meeting at that time.

14.
To make positive use of tutor time on non-assembly days (to supervise their form throughout this period and maintain normal classroom management, as with any other lesson) by following the programme outlined. Monitor sheets should be filled in and passed to Learning Co-ordinators.

15.
To attend meetings called by the Learning Co-ordinator or SLT.

16.
Try to ensure that form rooms and their furniture and contents are properly used and looked after by members of their form.

17.
Foster good home-school relationships, but not to undertake home contacts without prior reference to the Learning Co-ordinator.

18.
Assist the Learning Co-ordinator in monitoring individual members of the tutor group who are ‘on report’.

19.
To be aware of the procedures for Child Protection & the mechanism for implementing them.

20.
To take responsibility SEN provision, as described in the mechanism produced by the Learning Support department, and be fully aware of the school’s procedures regarding SEN provision.

21.
To display relevant information on form room notice boards.

22.
To support the curriculum by counselling students to improve academic performance.

23. To assist the Student Support team in monitoring, evaluating and reviewing pastoral mechanisms and procedures.

24. To organise elections and co-ordinate procedures regarding the student council.

