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Vision:

To be a Truly Great College, Passionate about Success


Mission:
To innovate, to inspire and transform lives through high quality and responsive training for work that leads to economic independence and prosperity 

Values:
Passion
Innovation, Creativity & Entrepreneurialism
Respect, Social Justice & Fairness
High Standards & Quality
Professionalism
Friendliness & Commitment
Flexibility, Responsiveness &  Ability To Change
Accountability
Risk-Taking

Behaviours

Foster excellence      
Work together      
Role model the values
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Deliver results for Learners, Employers and Our People
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Introduction

Welcome to the P. Coaches Toolkit designed for all Entry Level/L1 & L2 (Progress Coaches) and Level 3 (Personal Coaches), collectively called P. Coaches.

This toolkit covers all aspects of tutorials: one-to-ones/groups, reviews, the student journey, tutorial observations/walks, which will help you in supporting students to achieve their qualification.
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The aims of the tutorial programme at BDC

P. Coaches play an important role within each curriculum to ensure that every 16-18 full-time student has a 1 hour tutorial lesson on their timetable   (* i.e. Those under 18 at the start of the academic year).  Every student is entitled to:
1.  To develop a tutor group that provides:

· an authentic supportive relationship between P. Coach and students
·  a sense of peer support within a group identity

· a forum for listening to the ‘student voice’

2.  To provide an environment in which:

· all learners have an equal opportunity to learn and achieve

· discussion can take place about issues relating to the student and the wider world

· organisational, personal and social skills can develop

· students are encouraged and rewarded for their achievements.

3.  To develop individual students:

· attendance and punctuality in all sessions

· take ownership of their own learning

· motivation to study and high aspirations

· aware of developing their ‘T’ Shaped skills

· healthy lifestyle and positive choices

· opportunities for enrichment, enterprise and entrepreneurial development

· preparation for Progression
· sense of active citizenship

4.  To use e-Tracker effectively to ensure each student has:

· accurate feedback about their progress

· identified any barriers to progress

· agreed SMART improvement targets

· connected to the support available in the College and the wider community


During the Induction Period (the first 6 weeks of the course and a lighter version in January n return from the Christmas holidays) your role as P.Coach tasks include:

· meet with the Curriculum team to discuss who is doing what eg booking diagnostic tests

· starting a Learner to get familiar with their e-Tracker
· delivering Induction activities to your tutor group 

· conducting early one-to-one interviews to assess which members of your tutor group are “at risk” of withdrawing and ensure you are informing the Curriculum Manager of any withdrawals, no shows etc
· identifying and requesting Additional Learning Support for members of your Tutor group that need it

Throughout the year your tasks include:
1. Devising a rota of individual tutorials (approx. 15-20 mins every month) based around the college’s outline and using the tutorial SOW for your level.  Please note if you are working with an Entry or Level 1 group this will be a different Tutorial Scheme of Work for the Level 2 & 3 groups.

2. At each one-to-one tutorial with each student discuss progress, assess support needs and agree targets for improvement and record this on their e-Tracker.
3. Book students in for themed week activities

4. Tracking your tutor group as they progress, monitoring and scoring punctuality, attendance, learning, work rate and behaviour in line with the procedures in your Sector.

5. At each Progress Review for every student age 16-18 ensure that you have completed the relevant section.
6. Monitoring transfers and withdrawals and ensure that the Curriculum Manager/CIS is kept up-to-date with each member of your tutors group current details and status.

7. For Level 3 (Year 2) Personal Coaches assisting in UCAS Form completion with those learners who are applying for university.

Having a clear structure to your tutorial provides students/learners with the reassurance of knowing what is expected.  

1:2:1 Tutorials
All students should be given a few weeks’ notice of when they will have their individual tutorial with you, so they can ensure that they have made any notes for discussion, are aware of their targets and have updated their e-Tracker.

Always set aside maybe 10 mins to mark the register, go through any group questions or key information for them.  Ensure the rest of the group are clear as to the activities/tasks they are required to do, as per the Tutorial SOW.
Please get the student to leave their workstation and come to your computer and open up their e-Tracker.  In this time please cover the following and set actions if required:-
· Attendance & punctuality

· Causes for concern

· English & Maths

· Enrichment activities (link this in with ‘T’ Shaped Skills’)

· Work experience or other activities they may have completed (what have they done, got planned, is it being logged on e-Tracker?)
· Go through other targets from previous one-to-one
· Completing their online assessments (e-Learning in Tutorials)

· Is there any reason that they are not going to complete their full qualification

· Are they aware of extra support eg ACE?
· Is student keeping e-Tracker up-to-date?

Set new targets/actions with the student taking the lead and you guiding them to ensure targets are SMART.  Share targets with relevant staff/support if required.
Some points to note …

· NEVER promise confidentiality – until you know the nature of the issue, you cannot guarantee this

· always assume a learner is telling you the truth – even if you have doubts, it is important that they are believed if trust is to be developed

· refer on – very few tutors have the skills, knowledge or time to deal with many of the complex issues that learners may present.  If referring on, always ask the learner’s permission first (see Safeguarding).  For college support you can refer through the e-Tracker
· ask for help – even if you don’t know what to do, ask an Opportunities Coach, colleague, Advanced Practitioner or your CTL for help

· listen to what the learner has to say – make sure you hear what they are saying, not what you want to hear

· don’t offer opinions or value judgements – just because you don’t agree with a learner’s point of view or values does not mean that you are right

· don’t be afraid to challenge unacceptable behaviour – remember racism, sexism, homophobia, bullying etc. are not acceptable in this college.
Reviews
At various points during the student journey there are review weeks, which are clearly shown in the Tutorial SoW.  The first week is the Subject Review and the second week is the Progress Review, which is for P. Coaches to complete for every student.Please ensure that you do complete the relevant section (for P. Coaches not involved in teaching and just taking them for tutorial is just one box to complete).  For P. Coaches who teach the students there will be further information required.  The following table shows the dates and the focus of what you will be discussing with the students.

Target Setting

Target setting is a crucial part of formal review sessions.

The target setting process is a partnership between you and the individual learner.  If the learner does not own the need to change, the targets will have little motivational effect on the learner.  

Generally speaking the characteristics of good targets are that they are SMART:
· Specific to the learner and adequate in detail

· Measurable according to your judgement

· Achievable by the learner

· Relevant to the curriculum and learner

· Time bound by the next review or a set time.

Please ensure that all agreed targets are recorded in the e-Tracker and written in a SMART manner.

If you have problems with setting SMART targets please see Tutorial Manager for help.

English & Maths

All students will continue to develop and build upon their English and Maths skills throughout their study programme.  This could be Functional skills or GCSEs.  At every tutorial please individually ensure that you check their attendance at these lessons and they are aware of the level they are studying at and the support available.  It cannot be stressed enough that for progression, an apprenticeship, University or employment the English and Maths are a strict criteria.

‘T’ Shaped Skills

All students need to be reminded to update their e-Tracker regularly of their ‘T’ Shaped Skills – if they have been to any events, carried out any duties to improve their employability skills these need to be added to their e-Tracker.  These can be linked to their enrichment activities as well.  To add details to a student’s e-Tracker please go to:  
Have a look at the links below to see the Enrichment and ‘T’ Shaped Skills development:
Guide: http://www.barkingdagenhamcollege.ac.uk/filemanager/root/site_assets/pdfs/enrichment2016/enrichment_guide_2016_app.pdf
Page:  http://www.barkingdagenhamcollege.ac.uk/en/facilities/your-leisure-time.cfm
We have prioritised the four most important ‘T’ Shaped skills as:  Time management, team working, problem solving and communication.
For Level 2 and 3 courses their tutorial SOW will incorporate ‘T’ shaped skills, but you still need to ensure they are thinking of all the other ways in which they have used these skills and ensure they are logged.  When they run a CV from e-Tracker these will be added on.
Attendance and Punctuality
Attendance   –  Learners should aim for 100% attendance.  Please ensure you keep the Course Leader and team aware of poor attendance.  If they do have overall bad attendance text and letters will be sent out.If there is no response from the student/parent within 7 days they are informed they will be withdrawn from the course.  

Punctuality    -   Learners must arrive in time for the scheduled start of lesson or group tutorial.   LATE IS LATE!  Use the punctuality slips.

It is important that those who have arrived on time are not disturbed by latecomers and that you facilitate latecomers to your lesson with minimum disruption. It needs to be established from the start that classes begin at the scheduled times and lateness is not acceptable.  Learners must be marked Late, even if it is only by 1 minute!  You need to indicate the number of minutes late when marking the register.
How do Personal Coaches promote punctuality?

Some curriculum areas use punctuality slips

Ask the Learner to see you at the end of the lesson to explain their reason for being late. You can express disapproval if there is not a good reason, while at the same time offering constructive advice for time management.

Contact the learner at home

Ensure you are working in close liaison with subject lecturers

If you notice one of your learners around the College when they should be in class, tell them to get to class.

If a learner is reported to you as frequently late, see them, reinforce the importance of punctuality, explore as appropriate whether there may be a background cause on which we can give support.  

Seek commitment from the learner to improve their punctuality.  Set targets with the learner during formal reviews that include improving punctuality.  Consider involving an Opportunities Coach.

For a persistent offender, indicate to the learner that this is a potential disciplinary situation.   

Tackling Lateness

Lateness needs to be tackled firmly and fairly. First you should always be on time, or it is unlikely that you learners will follow your example. If its possible be in the classroom ahead of time, with your room all prepared. 

It is important that those who have arrived on time are not disturbed by latecomers and that you facilitate latecomers to your lesson with minimum disruption. 

Some strategies for dealing with lateness 

·       Issue late slips if appropriate ( consider age, level of study, prior notice, etc)

· Ask the Learner to see you at the end of the lesson to explain their reason for being late. You can express disapproval if there is not a good reason, while at the same time offering constructive advice for time management

·      If the lateness is persistent take the issue to the Learners personal coach

· Avoid confirmation

Difficult Learners 

Try and develop positive relationships with learners, they need to know that you care about their wellbeing and progress. However there needs to be firm boundaries in which certain behaviour is unacceptable. If the learner/P. Coach relationship is good, breaches of unacceptable behaviour can usually be dealt with effectively in a low key way. Types of response to difficult behaviour include:

Often Learners are more disruptive with one teacher than another. This will usually be because of the quality of the relationship and the lessons. Treating Learners with respect and showing an interest in them from the beginning with usually earn the authority.

Let the Curriculum team know of the difficulty you are having with persistent behaviour and discuss whether they are referred to an Opportunities Coach.  Always keep the Curriculum Manager and the team informed of any problems with individual or group behaviour.

Review Weeks for 16-17 and Focus for P. Coaches

	Period
	Area
	1:1 Review Focus
	Evidence

Required

	Sept/Oct


	Settling in (Year 1)

Why am I here?

What have I achieved and why?

What skills do I need to achieve the course?

The course is not what I thought it would be

Am I on the right course?

Is this really a good place to be?

Am I getting all the support I need?
	Self-assessment – T Shaped Skills

Initial assessment including prior achievements and diagnostic

Support needs

Personal qualities

Achievements and successes

Strengths and weaknesses

Action plan and set agreed targets
	Induction checklist

Student Profile

Including diagnostic results

	Nov/Dec
	Making Progress

The course is too easy, the course is too hard

How can I keep on track?

I would like to get a job, what should I do?

How can I get help?

What other activities can I get involved in?
	Review of previous action plan and update

Self-assessment update, progress towards Employability Passport

Review of achievements and successes including subject reviews

Review of support needs

Review of targets and action plan

Review of study programme based on intended destination, career goals, achievements and progress
	Subject Reviews

Attendance data



	Subject 30/1/17 

Progress: 6/2/17

Additional Review

Review added due to Parents/Carers’ Eve)

Subject 13/3/17

Progress 20/3/17


	Making Plans

Am I going to make it?

What shall I do next year?

What do I need to do to improve further, achieve my potential
	Review of previous action plan and update

Self-assessment update, progress towards Employability Passport

Review of achievements and successes including subject reviews

Review of support needs

Review of study programme based on intended destination, career goals, achievements and progress
	Subject Reviews

Attendance data

	May/June

Subject 8/5/17

Review15/5/17
	Moving On

Last minute catch up, have I got my intended destination/career goals right?
	Self-assessment update

Review previous action plan and update

Achievements and successes including Employability Passport

Action plan to achieve all qualification aims / goals

Future progression/aspirations/action

Intended/actual destination
	Subject Reviews

Attendance data




 
Tutorial Schemes of Work 

For Entry and Level 1 groups only
There is a Tutorial Scheme of work available for you to follow.  This will include British Values, themed weeks and other college criteria that need to be included throughout the year.  The resources will be prepared for you and available for the students to work online, to allow the P. Coach to see individual students.  

Please note these schemes of work should be flexible and should always attempt to meet the needs of the students.  There will also be other resources available for you to use to assist with any issues that arise – you know your group, so please use these to fit with the students.  All students/groups are different and there may be times throughout the year when you may have to carry out a Group session, in order to develop a group identity and in reinforcing positive values and behaviour.

For Level 2 & Level 3 groups only  

There is a Tutorial Scheme of work available for you to follow.  All Level 2 & Level 3 students will have the chance to work towards the BDC Employability Passport in Bronze, Silver & Gold.  Resources have been purchased from Reed, which the students can do online and they will need to be completing these to achieve the Employability Passport.   See below the criteria:

To achieve Bronze Passport 
Complete Bestest Formative and Summative Questionnaire 
Complete package of REED x 4 resources Preparing for Work (hard skills) 

Create a Skills Action Plan (as they go through the resources) 

Over 90% attendance and good punctuality 

To achieve Silver Passport 
Have a Bronze Passport 

Over 90% attendance and good punctuality 

Complete package of REED x 6 resources ‘T’ Shaped Skills (soft skills) 

Update the Skills Action Plan (as they go through the resources) 

All coursework up-to-date on e-Tracker 

Complete a CV and covering letter and have it rated as ‘Good’ (tutorial activity with peers) 

To achieve a Gold Passport 
Have a Silver Passport 

Over 90% attendance and good punctuality 

Undertaken other activities such as: Leadership role in college club, society, Ambassador, Class Rep or Mentor

Completed all work experience 

Participated in some extra activities (from the EEP list – curriculum areas to choose what is realistic for their area) 

Completed an enterprise activity – to discuss 

All coursework up-to-date on e-Tracker 

Positive attitude towards your course and impressed your tutor by ‘going that extra mile’ 
See below Image with link to Employability Passport Zone on the BDCOnline
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Observation of tutorials

Throughout the year there may be observations and walks of group tutorials (for Personal Coaches).

There will also be observations for one-to-one tutorials taking place (for Progress and Personal Coaches).

The one-to-one tutorials follow a slightly different format when being observed and you are assessed on the following to see the strengths or any areas for improvement.  These are not graded.

Observation of one-to-one Tutorial

	1.  Preparation.  Preparing effectively for the tutorial:

· Learner has evaluated own progress since last tutorial

· Learner has identified issues to be included in the discussion

· P. Coach has obtained accurate information about progress of learner

· P. Coach has record of previous tutorial

· P. Coach is following the SOW for the rest of the group (where applicable)

	2.  Setting the climate.   Establishing a purposeful and supportive reviewing environment:
· The layout facilitates effective communication

· Arrangements are made to prevent interruption

· Purpose of the tutorial is made explicit

· There is a clear agenda for the discussion

· The P. Coach has high expectations of the learner

	3. Reviewing Learner Progress.   Identifying progress and areas for development:

· Previous action plan and targets are reviewed on e-Tracker

· Learner is encouraged to share evidence of achievement

· Learner is supported in recognising achievements

· P. Coach gives constructive feedback to learner

· Opportunities are provided for learner to raise concerns and issues

· P. Coach explores solutions to problems with learners

· P. Coach ensures solutions to problems with learners

· P. Coach ensurers learner participates fully in the review

· Learner clarifies points made in the discussions

· Learner identifies areas for development

· Actions points are negotiated and agreed with learner

	4. Planning future learning.  Producing learning targets and action plans:

· Progress towards long-term goals is recorded
· Learner sets short-term targets for personal learning and development
· Learner develops individual action plan for own learning
· Learner is referred to appropriate services if needed

	5. Closure

· P. Coach summarises discussion points

· Learner is clear about what to do to make progress

· Learner is motivated to make progress identified in the tutorial

· Learner and P. Coach keep a written record of the outcomes of tutorial on e-Tracker


Themed Weeks
There will be 3 themed weeks throughout the year:  Safe College Week (October 2016), Prepare 4 Work week (w/c 6 March 2017) and Healthy Eating Week (w/c 27 March 2017).  There will be activities put on relevant to the theme and speakers.  You will be sent a list of activities before each event and you will be asked to book in students for the most relevant for your group.  Please note if the session you wish to book your students in for does not fall within your tutorial time please see if you can swap a lesson.  A member of staff must accompany students to any event or if a speaker is called in a member of staff must be present at all times.
Pastoral Support and Safeguarding

The pastoral care of members of your tutor group is an important part of the personal coaching role. There are times when progress is impeded and a number of factors may be involved.  It is valuable for learners to know that you will be there for them, as a listening ear, giving encouragement and advice.

It is not the role of the P.Coach to try to solve all the problems of members of the tutor group problems. You should be guided by the principle that your primary aim is to support the learner in their studies.  The pastoral care is therefore to help your learners resolve any personal difficulties that are adversely affecting their progress.

The key word is support.  As a coach, you should be prepared to listen, motivate, offer advice and refer to other sources of help, but be aware of your limitations and do not hesitate to seek advice and support  if you feel unsure of how to proceed.

You need to be vigilant and notice things or listen to things being said by learners so that we can keep, or help to keep our young and vulnerable learners safe from neglect, bullying, harassment and abuse.  You must complete the college on-line Safeguarding Training package as soon as possible. 

Be concerned about:

·   a learner who becomes withdrawn and begins to isolate themselves from their peers
·   a learner who becomes emotional all the time or, to the other extreme, over excitable  and begins to cause problems within the class

·   a learner who appears to become dishevelled in their appearance or, seems to be hungry, thirsty, tired all the time

·  Others talking about the learner’s issues/story of abuse

·  Disclosure of abuse by the learner.

In the first instance you, as the P Coach will start to build up a relationship with your learners.  This will give you the confidence to speak to them and share your concerns.  Even if the learner does disclose specifics, then you can let them know if you have to pass your concerns on to one of the college safeguarding officers who may wish to speak to them.  Do not interrogate the learner or take a statement yourself, but do record what has been said to you, the date, your concerns and any referral you make.  Please take advice or refer your concerns to a Safeguarding Officer.

Identifying Sources of Support

It is not always obvious what the best source of support might be.  There may be more than one problem or the initial problem may not be the most central.  The most important first point of call is usually your Opportunities Coach.  

The Opportunities Coaches are experienced members of staff who have been trained in advanced one-to-one intervention skills and have a good knowledge of all the other various Learner Support services in the College.  They can help with difficult learners who show persistent poor performance and will also give advice to staff on all aspects of the role of personal coach. 

The Counselling service is for learners who might be referred if they feel overwhelmed with anxiety, depression or stress.  This may be associated with a difficult decision, addiction, bereavement or coping with exams or other college work.  There are also five Safeguarding Officers in the College.  

The Learning Mentors are selected learners who work with other 16-19 year old learners as role models.  They will help your members of your tutor group to complete their coursework and prepare for exams.

Additional Learning Support is for learners who need extra support on their course due to learning difficulties or disabilities, or because of literacy, numeracy or language support requirements.  When you become aware of the need for a learner to receive ALS you should discuss the possibility sensitively with the learner before referring them. 

The Student Finance Support team can help your members of your tutor group if they have financial difficulties. It is very important that the registers are marked each day, as they will be accessing the students details to check attendance.
Information, Advice & Guidance is given by most staff in the college to current and potential learners, but if a student is not enjoying the course, does not know what they want to do next, find out more about particular jobs, need help with HE refer them to the Careers Advisor.  The Careers Advisors can help the members of your tutor group in planning for the next step in their education or work. 

‘Looked After Children’ (LACs)

This refers to children who are looked after by a Local Authority (LA) if he or she is in their care or is provided with accommodation for more than 24 hours by the authority. Children who are in care of LAs are one of the most vulnerable groups in society and often underachieve. In the Opportunities Coach team there is an allocated LAC Designated Coach (DC) for the college.  The age group supported will be 

16-24 year olds.  

How you can help support these learners:

When you know a student is ‘Looked after Child’ please ensure you are referring this student to gain maximum support and a contact within the college to support them.
If you find out in one-to-one review sessions throughout the year, please check and inform the LAC Designated Coach if circumstances have changed, so full support can be given.

The LAC Designated Coach will work closely with the LAC in College and will provide a central point of contact for all professionals working with the learner, including liaising with their social workers and the LAC throughout the year to ensure they reach their full potential.

‘Teenage Pregnant/Teenage Mother’ 

This refers to teenagers either pregnant or have a child and they will also require extra support, due to their circumstances.  

The teenage pregnant/teenage mother will be seen by the Opportunities Coach and support given where required.

Learning Support Assistants

In some of your sessions, a learning support assistant will have been assigned to you to support a particular Learner(s). It is vital that you involve the LSA, so they can be fully integrated in the lesson.
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