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	BUCKINGHAMSHIRE ADULT LEARNING


Buckinghamshire Adult Learning is part of the Learning, Skills and Prevention Service, whose mission is:
to provide inclusive learning opportunities that promote well-being and inspire people living or working in Buckinghamshire to achieve their potential.

We are the main provider of part-time learning opportunities for adults in the county. The Service offers an advertised programme of taught courses and workshops from Entry Level. We offer qualifications in areas such as English, mathematics and English for Speakers of Other Languages (ESOL) and a range of apprenticeships. We offer a wide range of non-accredited courses in creative studies, foreign languages, computing and health and fitness. 

Approximately 8,000 learners each year access our programmes in around 140 locations across the county including dedicated Adult Learning Centres, school premises, community centres and employer premises. Programmes are available daytime, evening and weekends for most of the year. There are courses for parents and carers with their children arranged by the Family Learning team. We work with employers, both large and small, delivering apprenticeships up to Level 5.

· All tutors that have had their first teaching position within the sector since September 2007 and teach Skills Funding Agency funded courses for 29 hours or more each year are required to gain an introductory teaching/ training award such as the City and Guilds 6302 (PTLLS) or the Award in Education and Training within six months. For ESOL tutors this would be the Trinity Cert TESOL or the Cambridge CELTA.
· An acceptable alternative to an introductory teaching qualification would be a combined subject knowledge / teaching qualification, which includes a teaching practice/ micro teach element such as the British Wheel of Yoga Diploma in Teaching Yoga

· All assessors are required to hold  an introductory teaching/training award such as City & Guilds PTLLS/Award in Education and Training/ Award in Planning & Delivering a Training session  unless they already meet the subject sector skill requirement 

· All assessors are required to hold a Level 3 subject specific qualification and the D32/ D33, A1 or the QCF Assessor qualification

· In addition, tutors teaching Skills courses (Basic Skills and other accredited courses) are required to gain a full teaching certificate (Cert. Ed., PGCE, DTLLS, Diploma in Education and Training or equivalent) within 5 years of their first appointment.

· In addition, tutors teaching English and maths (excluding GCSE) or ESOL are required to hold or complete within 5 years of starting teaching in the sector a recognised subject specialist qualification.  

· All tutors and assessors appointed on or after 1 August 2011 are expected to hold a Level 2 qualification in  English and maths or work towards it within 6 months.

Please look through the pack and we hope you will find what you need to consider your application.  If you have any further queries, please contact our Adult Learning recruitment team by emailing adultlearningfinancemailbox@buckscc.gov.uk 
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SKILLS DEVELOPMENT

ENGLISH (FOR FIRST LANGUAGE SPEAKERS) AND MATHS

Our courses for English and maths cover Pre Entry Level to GCSE and are held in a wide variety of venues. We are looking for suitably qualified and experienced tutors, particularly those who are willing to work evenings and weekends. 

ALDD

The provision of courses for adults with learning difficulties and/or disabilities is continually expanding and developing to include both accredited and leisure activities.  Courses take place both within Bucks Adult Learning Centres and day care/residential settings, and cover a wide range of topics such as communication skills, numeracy skills, promoting independence, art, craft, cookery, IT, keep fit, employability and independent living programmes.

We would particularly welcome applications from tutors and Learning Support Assistants who have previous experience of working with this client group, although training and support will be available for those tutors wanting to develop their experience in this area.

ESOL

Our ESOL courses help to develop the language skills needed for work and at home to deal with everyday situations. Classes are held in a variety of locations across the county.  We offer accredited courses from Pre-Entry to Entry 3 covering the skills of reading, writing, speaking and listening. Our higher level learners now complete a Functional Skills (English) qualification. It is essential that tutors are able to plan and deliver high quality sessions while maintaining good records of student progress.

All potential students undertake an initial assessment before being allocated to an appropriate class.  We offer reading and writing classes separately to speaking and listening classes to accommodate learners with spiky profiles. We welcome applications from qualified tutors and anticipate that all tutors teach at least one evening each week.

. 

COMMUNITY OUTREACHTEAM
The community team runs courses both for job seekers, to help them to gain the skills they would need in the workplace, and also for target groups of learners who may not generally access learning. Courses cover a wide variety of topics such as IT skills, CV writing and interview skills, job searching, budgeting, confidence building, returning to work after a career break etc. Several tutors who work in the community outreach team also work in other curriculum areas.   Tutors need to be flexible in their approach when teaching community outreach courses and able to work with some mixed ability groups. An ability to motivate and inspire learners is required. 
Teresa Meredith
Skills Manager

APPRENTICESHIP & WORK BASED LEARNING TEAM

The Apprenticeship & Work Based Learning team offer a range of Apprenticeships and other workplace learning.  
We offer Work Based learning in Business Administration, Contact Centre services, Sales/Telesales, Customer Service, IT, AAT, Management, Supporting Teaching & Learning and Team Leadership. These qualifications are usually run in conjunction with the learner’s employer.  

We welcome applications from qualified and experienced assessors and tutors, particularly those with recent competencies in Contact Centre services, Sales & Telesales and social media.

Ann Snell
Apprenticeship & Work Based Learning Manager
FAMILY LEARNING

The Family Learning Team runs courses for parents of children aged between 0 and 16 to give them the skills they need to support their children’s learning and development. These courses aim to increase parental support for children’s learning, offer new opportunities for parent/carers to develop their own learning and provide opportunities to meet as a community and raise self-esteem.

Children benefit by raising the standard of their educational achievement, changing their attitude to learning, raising aspirations, combating the feelings that lead to poor school attendance and low achievement and spending time working alongside their parents.

There are two strands of work.

· WIDER FAMILY LEARNING

Wider Family Learning is about parents/carers, children and grandparents, learning formally or informally together in a variety of venues including Children’s Centres, schools and other community venues. Provision is targeted at families who do not normally engage in learning opportunities.
We welcome tutors from across the whole curriculum, from cookery to craft and IT, who feel they have the skills to work together with parents/carers and children to engage them in learning.
· FAMILY ENGLISH, MATHS AND LANGUAGE LEARNING

The aim of Family English, Maths and Language courses is to encourage adults back into learning to raise their English and Maths skills in a fun and relaxed way where sessions may involve learning about data handling by sorting Smarties or using ICT to write a story for children.  Students are encouraged to learn through games and activities and to develop their own games to use at home with children.

FEML courses aim not only to improve the English, Maths and Language skills of parents and carers but also to improve their ability to help their children.  We work in partnership with schools, children’s centres, pre-schools and community settings to target adults with skills below Level 2.  The courses, all free, range in length from two to 30 hours with all learners being offered the opportunity of taking a nationally recognised qualification or sign-posted to an appropriate alternative.  Tutors in this area must be qualified to teach either Basic Skills to adults or qualified to teach children.  There is plenty of support for new tutors and training offered to enhance skills.

LANGUAGES and ACADEMIC STUDIES

We run courses in a wide range of languages and subjects of general interest from one-day taster courses through to Advanced Level - depending upon demand. Most courses do not lead to accreditation, and the preparation of the coursework is the responsibility of the tutor.  For all courses it is essential that all our tutors prepare and maintain good records of student progress. We are especially interested in applications from tutors who can teach in the evenings, and in tutors for Spanish, Italian and non-European languages.

The Programme area includes Environmental issues as well as Humanities and we are always interested in potential tutors who may have an unusual hobby or interest which they could teach.  This programme area includes Psychology at a range of Levels. We are developing programmes of learning which mix home study and online learning with support workshops. We are seeking tutors who have innovative and creative approaches to teaching their subject specialism.

FITNESS, HEALTH and LEISURE

From Yoga to cookery, our curriculum area is exciting and diverse. We aim to encourage people to come along and try as wide a variety of courses as possible and so offer Saturday Tasters, short 5 week or 10 week courses alongside longer programmes. 

Traditional favourites, like Yoga and Exercise, are offered at a variety of Levels as well as varying duration to suit learners of all ages and experience. We have many programmes aimed at older and less mobile learners, and some which concentrate on diet, nutrition and healthy living.

We are looking for Yoga and Fitness instructors, Pilates tutors and tutors who are skilled at working with the older age group.

CREATIVE STUDIES
This curriculum contains a wide variety of creative subjects including arts, crafts, gardening, floristry, bricklaying, dance and woodwork.  

Planning and record keeping are essential for all courses. 

We welcome applications from tutors of all creative subjects and in particular dance, art and music tutors, those who can teach bricklaying, woodcarving, dressmaking and other new and interesting crafts.  We have an ongoing commitment to train tutors regarding our requirements and so prospective tutors with a willingness to learn is as important to us as having subject specific skills and qualifications.  

Shani Bragg
Community Learning Manager
	TUTOR ROLES AND RESPONSIBILITIES


General Information

We expect you to:

· Gain appropriate teaching qualifications and undertake sufficient continuing professional development (CPD) to enable you to keep up to date both with your teaching and learning skills and your subject or vocational specialism. 
· Adhere to the Tutor Code of Practice (available via Moodle)
· Access ‘Moodle’ regularly for contract information and resources 
· Adhere to the requirements of the tutor handbook (available via ‘Moodle’)
· Notify your line manager of issues affecting teaching and learning

· Notify the Staffing Team of additional relevant teaching qualifications achieved by sending in certificates thereby ensuring that pay is adjusted in a timely manner 
· Comply with service procedures and maintain professional standards
· Attend mandatory training such as Safeguarding (for all) 

· Provide advice, support and guidance to safeguard the welfare of the learner, promote their personal development and enable them to achieve high standards
· Keep learners informed of service issues
· Adhere to a leave pattern in line with your agreed work schedule: leave taken at any point during your agreed work schedule is only permissible in the event of extenuating circumstances such as sickness
· Attend staff meetings as detailed in your employment guidelines
· Maintain a professional appearance and approach to all learners
· Adhere to the rules for accessing the internet for work purposes on BCC premises

