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New School Rome Form Tutor
Duties and responsibilities


Tutor time till 8.30-8.45
PSHE Monday period 1

Establish routines
Like any class, a tutor group needs consistency. Have a weekly plan with different activities such as silent reading (allowing you to speak to individuals or complete admin), quizzes, and., exploring current affairs and other activities that will engage students with the wider world. The key is to open their minds to ideas they may not have encountered elsewhere in a safe, supportive environment that encourages discussion, without getting bogged down in academic assessment.
Deliver an effective PHSE programme on a Mondays.

Manage administration
Taking the register each day is a legal requirement using SIMs or Edulink, chase up the reasons for any absences or lateness and keep a close eye on any patterns that could indicate a cause for concern. 

Check the dress code is adhered this is a key part of form administration, along with checking equipment and addressing any sanctions students have received from other staff.

Check planners/Edulink.

Monitor the academic and pastoral progress of students in the year group. Collate class reports.

Attend parent evenings.

Create connections with home
Tutors are the go to for families, so establishing and maintaining contact with home is essential. Edulink is great for this.

As one of the adults that students see most regularly, form tutors are in a good place to spot when there is a problem. If a student appears to be going through a difficult time or begins behaving unusually, speak to them privately. Direct them to possible sources of advice and support (both in school and externally), contact parents/carers if appropriate and escalate the matter to the safeguarding team if you have serious concerns.

Forge links with other staff
Encourage your colleagues to talk to you about your tutees. An email round robin can be a quick and efficient way of getting information on students.
Lead discussion of tutor group at staff meetings and take any follow up action agreed upon in conjunction with SCR and AC chair.

Build an ethos
Create a positive culture within your tutor group. We have a family ethos and it starts in the tutor group. Members should not see themselves as a randomly thrown together bunch, but a cohesive unit in which all members can achieve, regardless of their performance in other subject areas.
Explain the role of the AC and support the AC member.
Lead a charity event.
Participate in the class residential trip.
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