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The role of the form tutor is paramount, not only in terms of day-to-day administration and organisation but also in fulfilling our mission as a Catholic school and in ensuring the school fulfils its Mission Statement that ‘each person is a unique creation of God, all of us are gifted and every aspect of what we think and do should be based upon the Gospel values of peace, justice, truth and love’.  The form tutor is also vital in bringing together the pastoral and academic, as it is through the role of the form tutor that the pastoral and academic areas work together for the betterment of all pupils – the pastoral system strengthens and supports the academic work of the school, the two are interdependent.
As a result of effective form tutoring each pupil should feel that they are really known and valued by the school, and that the school genuinely cares about their progress and well-being.  The pupils in your tutor group are in your care; you will be the one teacher who has daily contact with these pupils and so you have a vital role to play in ensuring their well-being.  As a successful form tutor you will have a clear overview of each pupil’s academic, behavioural and social progress and you will provide a sound base from which the students in your tutor group can flourish.

Care and discipline are not mutually exclusive.  As a form tutor you should be clear as to what the school expects in terms of the Code of Conduct and transmit this to your tutor group, both in your own practice and in your dealings with your tutor group. Pupils require clear direction and leadership in academic and all day-to-day matters – an effective form tutor will provide this.  Some of the key issues which need to be addressed on a regular basis are:

· APPEARANCE 

uniform, haircuts, jewellery and make-up 

· CONDUCT

manners, respect for and behaviour towards others

· BEHAVIOUR

during lessons, on corridors, at break / lunch times, at bus 

stops / in the  local community
· PUNCTUALITY

to school, to tutor time and to lessons
SPECIFIC RESPONSIBILITIES

1.
Tutor time forms a central part of our school day; it is not a time-filler!  It sets pupils up for the day and highlights what we as a school see as important, for example, prayer, partnership with parents etc.  It is therefore essential that all morning tutor time (on non-assembly days) incorporates a prayer and that all pupils use this tutor time constructively, as per the Tutor Time Schedule.  At NO time during tutor time should pupils be allowed to sit and chat.  When pupils have not been given something specific to do, they should either be reading or doing some school work.
2.
The register is a legal document and, as such, it is vital that it is completed correctly.   Formal registration must take place each day at the start of morning tutor time at 8.30am and at the start of Period 5 at 2.00pm (Period 6 at 2.10 pm on Fridays); this is in addition to registers being taken at the start of every lesson.  Your tutor group pigeon hole in the staffroom must be emptied each day before the start of morning tutor time, as it will  contain important messages and information which will need to be given to the pupils in your tutor group during morning tutor time.
3.
As a form tutor it is your responsibility to ensure that absence notes are brought in when the pupil returns to school.  These must be written by the parent, give the reason for absence with dates and be signed.  You should put these absence notes into the Assistant Head of Student Services (Lyn Allen) pigeon hole in the staffroom.  You should take sanctions if absence notes are not brought in.  
4.
As a form tutor it is your responsibility to deal with late arrivals according to school procedures.  A pupil is late if they arrive to morning tutor time after 8.30am or to Period 5 after 2.00pm (Period 6 after 2.10 pm on Fridays).  Remember, we as teachers must set a good example to our pupils with regard to punctuality.

5.
As a form tutor it is your responsibility to check uniform on a daily basis.  Pupils must be in full and correct uniform at the start of morning tutor time every day.  You should deal with any minor problems and refer any other problems to your Head of Year immediately, as pupils who are not in full and correct school uniform must be kept out of circulation until the problem is rectified.  You should take sanctions if pupils are not in full and correct uniform.

6.
Guidance on the tutor time schedule
a) Homework Diary Check
Homework diaries must be checked by form tutors once a week (as per the Tutor Time Schedule).  This should be done retrospectively.  You should check that the homework schedule is entered correctly, that details of the homework set are filled in (including ‘none set’) and that the diary is signed by a parent.  If any of this has not been done, you should make a note of this in the diary and follow it up the next day.  You should then sign the diary for that week.  You should take sanctions if pupils are not using their diaries correctly.
b) Silent Reading (Years 7 - 9)
Silent Reading sessions should take place as per the Tutor Time Schedule.  You must ensure that pupils bring their own novel for these sessions.  You must also ensure that Silent Reading sessions are sustained for 10-15 minutes and that the pupils remain silent during this time.  You should take sanctions if books are not brought in.

c) Merits (Years 7 - 10)
You must carry out a weekly check of merit stickers as per the Tutor Time Schedule.  The merit stickers in the pupils homework diaries must be counted and ‘signed-off’, and a ‘totals’ chart must be put on display in your form room.

d) Assembly
Form tutors must meet their tutor group for assembly in the main hall and sit with them throughout the duration.  On assembly mornings, you must register your tutor group in the hall before the assembly starts (if time permits) or at the end of the assembly.
e) Tutor Time Activity (including Litter Pick)
Your Head of Year will arrange a weekly activity for each tutor group to participate in (eg a quiz).  The specific details of how this is organised will vary for each year group.  Litter picks will also be organised on a rota basis.  
f) Mentoring (Years 10 and 11)
As a form tutor, particularly in Year 10 and Year 11, you will have a central role to play in mentoring the pupils in your tutor group.  This will involve you working with individuals to ensure they are making the appropriate progress in each subject area, that they have the required commitment to their studies and that they adopt the appropriate study and revision skills.  The specific details of how this is organised will vary for each year group.

7.
As a form tutor you will have a central role to play in the target-setting process.  This will involve you mentoring the pupils in your tutor group both on the Target Setting Days and on an on-going basis throughout the year, and reviewing the progress they have made during the year on the Target Review Days.

8.
PSHE is taught across the whole school during Period 3 on Fridays.  It is taught in tutor groups by form tutors.  The co-ordinator of PSHE plans the programme and provides the resources for these lessons; the co-ordinator will distribute these resources to you.  As a Catholic school, PSHE is of central importance in promoting social, moral, health and citizenship education; as such, form tutors must treat PSHE as a normal lesson both in terms of preparation and delivery.
9.
Form tutors must ensure that all the required notes and information are displayed on a clearly marked notice board in their form rooms.  This should include a title card, the Mission Statement, the ‘Our Classroom Code’ document, ‘Your Choice’ document, ‘Bullying – What Should I do?’ document,  Uniform List, ‘Focus for the Week’ chart, Tutor Time Schedule, Mobile Phones Warning and Merits Chart. 
10.
Your Head of Year will try to get around to as many form rooms as possible during tutor time.  They will regularly give you notes about your tutor group and information to pass onto pupils; this information must be passed on as appropriate.  Your Head of Year will also try very hard to inform you immediately of any issue concerning your tutor group as soon as possible; unfortunately, it is not always possible to speak to you straight away.

11.
As a form tutor you will work as part of a tutor team supported by a support tutor(s), your Head of Year, the Inclusion Leaders and the Deputy Head.  Any problems should be referred to the appropriate member of staff.
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