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Department of ESOL
Appointment of 
Part-Time Hourly Paid Tutor – ESOL
Information for Candidates 

REF: 11/015
Closing date: 5pm, 19th August 2011
The vacancies listed are available at the time of print. However, one or more may be subject to withdrawal should we have late notification that an existing member of staff requires a suitable post to secure their continued employment. Apologies for any inconvenience this may cause. 
If you have not heard from us within 4 weeks of the closing date, please regard your application as having been unsuccessful.

An engine of learning that drives the local economy by transforming lives     











www.gcc.ac.uk    
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1.
Welcome

Thank you for your interest in working for Greenwich Community College.

The college is located in the London borough of Greenwich in South East London. The College formally came into existence with its current name in August 2000. It was formed by the amalgamation of Woolwich College (an incorporated FE College) and Greenwich Community College (a LEA run adult and community college.)

We currently operate from a number of sites in the borough of which we own one - our main centre at Plumstead.  We have two other substantial centres, one in ‘historic’ Greenwich and one in Woolwich, which we lease from the London borough of Greenwich. We also offer courses in partnership with other organizations and operate out of a range of sites across the borough and beyond. In 2002 we completed a large new build project at our Plumstead Centre, and we have a lease at Charlton Athletic Football Club from which we operate London Gaming College. This brand is part of the National Gaming Academy from which we deliver a range of national qualifications and bespoke courses for the gaming industry. London Leisure College is a brand that operates from the Eltham Centre, in the south of the Borough. This facility is shared with the London Borough of Greenwich and provides access to leisure, housing and health services as well as College activities. 

2.
About Greenwich Community College


Greenwich Community College is proud to be the largest provider of further and adult education in Greenwich, serving a multi-cultural community of over 11,000 students and employing over 750 staff that reflects our student population.

Whatever the educational needs or personal interests, Greenwich Community College can offer approximately 1,800 courses delivered somewhere local. We have excellent facilities that incorporate a Integrated Learning Resource Centre, cafeteria, crèche facilities for and over 1,000 computers at our 8 main and 115 community centre’s located throughout the borough.

Greenwich Community College’s highly qualified and dedicated staff are committed to ensuring that students realise their potential by offering advice, guidance and support whilst associated with the college. You will join a college where more and more students are also passing their exams and going onto employment or further study.

The College offer is a broad one and details are provided on the college website

We currently employ around 750 staff. Of these 150 are permanent teachers. We also have around 350 hourly paid teaching staff.

For further information on the College you may wish to visit the following web sites:

· www.gcc.ac.uk 

· www.ofsted.gov.uk 

3.
How the College is governed
The Corporation of Greenwich Community College (also know as the governing body) was established under the Further and Higher Education Act 1992. The Corporation comprises 16 members and is responsible for the strategic oversight and direction of the College. The Corporation is responsible for the appointment of the Principal and Chief Executive who is responsible for the organisation, direction and management of the institution and its staff.

The Corporation meets at least once a term and minutes of its proceedings are posted on the College website. 

4.
Team/Departments

Adult & Community Learning

The college delivers Adult and Community Learning on behalf of the London Borough of Greenwich. The Community Engagement Unit (CEU) is at the forefront of this through its work in developing outreach networks to support community based learning opportunities with local residents and others agencies. 

ESOL (English for Speakers of Other Languages)

The ESOL department aims to provide a wide range of courses at all levels for those wishing to learn English.

English and Maths

This department offers a range of literacy & English and numeracy & Mathematics courses from entry level to level 3.
Health & Social Care

The HSC department at GCC is a Centre of Vocational Excellence (CoVE) with a very good reputation for providing a range of courses in one of the fastest growing industries in the UK. 

Science, Technology and Gaming

The department provides a wide range of courses for students of mixed abilities wishing to go onto University, enter the job market or become self employed. The teaching team are highly qualified lecturers, with up to date industrial experience. 

Sport, Leisure & Tourism Developments
 This department offers sports, leisure and travel and tourism courses that enable people to gain employment in the industry or progress to higher sports and leisure studies.

Business and Professional Services

The department provides an extensive range of courses for people and small businesses wishing to develop and further advance their creativity and cultural skills. The department also runs a wide range of teacher training courses and foundation degrees. We have a very experienced and highly qualified teaching team, many who are renowned professional artists in their own right. 

Business Development Unit

This department proactively engages with employers to support their work force development needs.
5.
Job Description

JOB DESCRIPTION

POST TITLE: 
PART – TIME TUTOR



 





RESPONSIBLE TO:
Curriculum Head
DUTIES OF POST:

Generally:

This is a description of the job as it is constituted at the date shown below. It is the practice of the College periodically to examine employees job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed. This procedure is jointly conducted by each manager in consultation with those working directly to him or her. You will therefore be expected to participate fully in such discussions.

It is the College's aim to reach agreement to reasonable changes but if agreement is not possible management reserves the right to change your job description after consultation with you.

Core Duties 

1.
To teach and provide appropriate learning opportunities in subject area(s) to motivate and support students.

2.
To deliver whole group tutorials.

3.
To evaluate students performance.

4.
To develop and deliver an active pastoral tutorial programme.

5. To participate fully as a member of a course, subject, or development teams.

6.
To participate in the interviewing, advice and guidance, and enrolling of students.

7.
To maintain section records and undertake course administration responsibilities as appropriate.

8. To prepare appropriate, high quality learning materials.

9.
To prepare student assignments and mark students' work and examinations.

10.
To contribute to curriculum development.

11.
To invigilate examinations including specialist invigilation.

12.
To supervise student groups other than formal teaching.

13. To carry out work placement assessments.

14.
To undertake NVQ assessment and APL.

15.
To work with students in a flexible learning environment.

16.
To provide educational guidance and counselling of students including timetabled counselling sessions.

17.
To provide temporary class cover for absent colleagues.

18.
To manage learning programmes.

19. To manage and supervise student visit programmes.

20.
To carry out research and other forms of scholarly activity as required.

21.
To participate in the marketing of courses as required including attendance at off-site marketing events.

22.
To undertake consultancy work as required.

23. To lead, motivate and manage staff as required.

24.
To promote and safeguard the welfare of children, young persons and vulnerable adults for whom the postholder is responsible or comes into contact with.



25.
To develop professional skills through appropriate activities including attendance at relevant training events.

26.
To carry out college procedures in line with college policies, e.g. The Equal Opportunities Policy, Health and Safety.

27.
Such other duties commensurate with grade of the post as may reasonably be required, at the initial place of work or at other locations of the college.

6.
Person Specification

Post Title:
PART – TIME TUTOR



ESSENTIAL CRITERIA 

In your application form you are asked to address only those criteria labelled A. These will be used to shortlist applicants; they may also be explored at interview and in assessment centre activities, if appropriate. Criteria labelled I will be explored at interview and in assessment centre activities.
	1
	Qualifications
	

	a
	A relevant degree or a relevant professional qualification
	A

	b
	A Certificate in Education or equivalent Teaching Qualification

(In exceptional circumstances candidates without teaching qualifications may be considered, provided they start a PTTLS Qualification within their 1st year of employment and complete within 2 years)
	A



	c
	IFL Membership
	A


	2
	Experience
	

	a
	Evidence of successful teaching within an appropriate context
	A


	3
	Abilities/Skills
	

	a


	Teaching skills to work successfully with students of varied ages, backgrounds and abilities including evidence of suitability to work with children and vulnerable adults
	I

	b
	Ability to teach in the subject areas covered by the post
	A

	c
	Ability to use ICT/e-learning successfully to deliver a high quality teaching and learning experience
	I

	d


	Familiarity with current developments in education and training in Post 16 Education
	A

	e
	Ability to handle administrative matters efficiently
	I


	4
	Disposition/Attitudes
	

	a
	Willingness to keep professional knowledge and skills up to date.
	I

	b
	Ability to work co-operatively and productively with other members of staff.
	I


	5
	Equal Opportunities
	

	a
	Commitment to the College's Equal Opportunities policy and practical awareness of how to implement it.  
	A

	b
	An understanding of the needs of a multi-cultural, inner city community.
	I


NB. Appointment to the post is also subject to a satisfactory outcome to criminal record background check. Please refer to the information pack for further details. 

7.
Pay, Details and Other Relevant Information

PART-TIME HOURLY PAID TUTORS

The information below sets out the rates of pay together with a number of other items for your information. 

Rate of Pay:  

The starting salary for new staff engaged as part-time hourly paid staff teaching staff will be £18.34 per hour inclusive of a payment for preparation and marking. In the case of a new member of staff who is in possession of an approved FE teaching qualification (e.g. B.Ed., Certificate of Education, PGCE, C&G 7407 parts 1 & 2, CELTA, DELTA) the tutor will commence on band point 5 (currently £20.12) Increments are payable in accordance with the band set out below except that progression beyond point 4 is dependent on having an appropriate teaching qualification. Increments will be payable from 1 August of each year where an employee has completed six months service in post by that date.

Point 

Rate per Hour

3 £18.34
4 £19.23
                                         Bar point

5 £20.12
6 £21.00
7 £21.90
Annual Leave Pay
The composite hourly rates referred to above do not include holiday pay but do include a payment for preparation and marking. 

The annual leave accrued for the hours worked will be payable at the end of each term. The annual leave Payment earned for each hour’s teaching and half hour preparation and marking is as follows:

Point            Holiday Pay
3                  £5.48
4                  £5.74
5                  £6.01
6                  £6.27
7                  £6.54

Probation Period
In the case of new employees, the employment remains subject to satisfactory completion of a probation period (currently one year).   The Corporation reserves the right to terminate your service at any time prior to the expiry of your probationary period should your work and/or conduct be unsatisfactory, by giving you one week's notice.   You may terminate your employment during the probationary period by giving one week's notice.
Payment of Salary

Payment is made on the last working day of the month to a bank or building society account on submission of pay claims in accordance with procedures issued by the Personnel Office.

Pension Scheme
You will automatically be entered into the Teachers’ Pension Scheme unless you opt out at the time of your appointment by completion of the relevant form. Contributions are deducted at a rate of 6.4% of pensionable salary. Full details of the scheme are available from the Personnel or the pension scheme website, www.teacherspensions.co.uk.

Working for Greenwich Community College

Location

The principal place of work for this post will be based at the Plumstead Centre (95 Plumstead Road, London, SE18 7DQ). However, the postholder may be required to work on either a temporary or an indefinite basis at any premises which the Corporation currently has or may subsequently acquire or at any premises at which it may from to time provide services.
Appraisal
Staff appointed will be subject to the College appraisal scheme.

Qualification Requirements 
As stated in section 1 of the person specification, the successful candidate must hold various qualifications or obtain them within a specified time period from the date of taking up the post. It should be noted that current staff development policy does not provide for any time off to attend relevant courses/study to obtain the qualifications during contractual hours. Where applicable, the successful candidate must therefore be prepared to undertake such study in their own time. Employees are eligible to apply for financial assistance towards the cost of undertaking work-related qualifications.
Continuous Service

Local Government service is recognised by the College for purposes of redundancy.  For all other purposes, the continuous service date is the first day of employment.

Pre – Employment Clearances

Medical Declaration – Satisfactory clearance required   

References – Appointment will be subject to the receipt of satisfactory references

Qualification Verification – If relevant to the post you are applying for

Identity Check – Correct identification required

Criminal Records Bureau Check – Appointment to this post will be subject to the outcome of a Disclosure obtained through the Criminal Records Bureau. A copy of the CRB Code of Practice and Explanatory Guide can be accessed at www.crb.gov.uk and the College’s policy on the Recruitment of Ex – Offenders and Security of Disclosure Information is attached at the end of this pack.

Where an issue is revealed on a Disclosure this will not automatically prevent your appointment. The College will consider the information revealed and determined whether or not this will affect the appointment process. 
8.
How to Apply

Short – listing and selection will be based on the criteria set out in the Person Specification

To apply you will need to fill out an Application Form

For an application pack, please visit www.gcc.ac.uk or contact our 24 hour recruitment line on 0208 355 1076. Alternatively, please email to recruitment@gcc.ac.uk and specify the full title and reference number of the post in which you are interested. 

Please remember that selection for interview is based on the information you give in your application.

*Please note that information given in sections 6 – 15 will not be used for shortlisting purposes. However, you may be asked further questions after interview. 

Your referees will be asked to confirm the information provided.

Please send completed application forms to;

HR Department

Greenwich Community College

95 Plumstead Road

London

SE18 7DQ

Applications from People with Disabilities

The College recognises that traditional methods of only using a standard application form, a formal interview and assessment tests could potentially exclude people with particular disabilities and impairments.

Therefore the College will accept the following different methods by which evidence of ability against the specified criteria:

.
Audiotape

.
A separate typed sheet

.
Application form completed on behalf of the applicant

.
Application supported by Video/DVD

.
Statements from others, who have observed the applicant and who can 
comment on their ability to meet the criteria of the person specification.

Disabled applicants may request for additional time after the advertised closing date to submit an application 

Send completed Application Forms to:

HR Department

Greenwich Community College

95 Plumstead Road

London

SE18 7DQ
For online applications please follow the instructions on the website www.gcc.ac.uk 
Guaranteed Interview Scheme 
We have recently introduced an Interview Scheme for people with disabilities which mean we will interview all applicants with a disability who meet the minimum criteria for the post. If you wish to apply for consideration under this scheme, then please complete the section in the application form including any special arrangements you may require during the selection process. This will enable us to make the appropriate arrangements, if necessary.

Please note that the Guaranteed Interview Scheme does not give you an automatic     right to be interviewed.  You will only be eligible for interview if you can demonstrate that you meet the minimum published criteria as set out in the job and person specification for the post.

Selection Process
Candidates who are short listed may take part in an assessment, this may comprise of the following:
Lecturers 




Mini – Teach (unless they already work 






at GCC)/Presentation

Heads/Directors



Presentation/ Unseen Management Task







Group Activities

Managers/Curriculum Leaders

Presentation

Support Staff



Presentation/ IT Test

Plus An Oral interview lasting approx 45mins

9.
Recruitment Timetable 

	Stage
	Date

	Closing Date for Applications
	Friday 19th August 2011

	Short – listing finished by 
	tbc

	Interview Date


	tbc


If you have not heard from us within 4 weeks of the closing date, please regard your application as having been unsuccessful.

Because of the high cost of postage, applicants are not being invited for interview will not be contacted. If however, you would like receipt of your application form to be acknowledged, please complete and detach the section below and return it with your application along with a stamped addressed envelope.

If you have any queries with regards to any aspect of the application process, please contact Simon Buckton-Holloway on 020 8488 4832
Application for the post of PTHP Tutor – ESOL
Name

         ----------------------------------------------------------------------------
Address

            ----------------------------------------------------------------------------

            ----------------------------------------------------------------------------

            ----------------------------------------------------------------------------

Please acknowledge receipt of my application form.

For Office Use Only:

I am pleased to acknowledge receipt of your application for the above post.

Signed





Dated

         ----------------------------------------------         -----------------------------
10.
Advertisement

[image: image6.jpg]‘ Greenwich
Community
College




Greenwich is in the heart of the Thames Gateway regeneration area and will also be host to a range of events in the 2012 Olympic and Paralympics Games. The Greenwich Peninsula has been developed and with the new O2 complex – Greenwich is the place to be. The opportunities in this area of London are really exciting and Greenwich Community College is positioned to respond with innovation and enthusiasm to support all the employment opportunities that are presented by these major developments. 

As we continue to develop outstanding educational services, we need additional enthusiastic, skilled and committed members of staff to work in the area below.

Vacancy for Part Time Hourly Paid ESOL Tutor
Ref:  11/015
Salary dependant on service and qualification – see Job Pack below

We require suitably qualified and experienced ESOL Tutors to teach Tuesday and Thursday evenings (19:00 – 21:00) and Tuesday and Friday mornings (9:15 – 12:30) at our Plumstead centre

Teachers must have experience of successfully delivering E3 and L1 ESOL Skills for Life Examinations.
Closing Date: 5pm, Friday 19th August 2011
Please Note: This vacancy is available at the time of print. However, it may be subject to withdrawal should we have late notification that an existing member of staff requires a suitable post to secure their continued employment. Apologies for any inconvenience this may cause. 

For FULL details of  the above post, including a Job Description and Person Specification, please download the Job Pack or visit our website at www.gcc.ac.uk or leave a message on our 24 hour recruitment line on 0208 355 1076. Alternatively please email to recruitment@gcc.ac.uk and specify the full title and reference number of the post in which you are interested.
To apply for this vacancy, please submit your completed application form to recruitment@gcc.ac.uk
Greenwich Community College embraces equal opportunities in all its activities and we welcome applications from the Black, Asian and minority ethnic communities, people with disabilities and people who are lesbian, gay, bisexual or transgender.
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11.
Maps and details of other sites
Charlton Athletic Football Club

Greenwich Community College is proud to promote its very close and long standing relationship with South London’s most successful Football Club, Charlton Athletic, based at The Valley, Floyd Road, Charlton, London SE7.

Through our long and trusted relationship the college has established a learning centre in the North Stand of the Club. During Monday to Friday every week of the year the London Leisure College delivers all our Sport, Leisure & Recreations Classes to employers such as Greenwich Leisure Limited and individuals intending to pursue a career in the Leisure industries.

Visit the Charlton Athletic Football Club website: http://www.cafc.co.uk
Greenwich Leisure Limited

They manage eight Leisure Centres across the London Borough of Greenwich.

Visit the Greenwich Leisure Limited website: http://www.gll.org/
Charlton Athletic Race Equality (CARE)

We work very closely with this cross borough, multi cultural group to ensure that we have a coherent policy for tackling any form of racism. We sit on their management board and also work to deliver exciting programmes in the sports and arts.

Visit the Charlton Athletic Race Equality (CARE) website: http://www.charlton-athletic.co.uk/anti_racism.ink
SoundCraft

SoundCraft have supported the Meridian Music Centre by providing industry standard equipment and expert advice to staff and students. 

Visit the SoundCraft website: http://www.soundcraft.com
GLLaB Volunteers Greenwich

Initially established to help with regeneration and renewal projects, Greenwich Local Labour and Business (GLLaB) is a local labour initiative. 

It works in partnership with employers and a range of organisations to maximise job opportunities for local people and secure business opportunities for local companies. 

GLLaB also enables local people, particularly those from disadvantaged communities, to access training and jobs.

Visit the GLLaB website: http://www.greenwich.gov.uk/Greenwich/Working/GLLaB/
Volunteers Greenwich

Greenwich is one of five Olympic boroughs and the College works in partnership with VG to provide local students with range of volunteering experience to enable them to become eligible to participate as a volunteer at the 2012 Olympic and Paralympic games.

12.
Disclosure of Criminal Records
Thank you for your interest in applying for employment at Greenwich Community College. 

You have been given this note because you will be required to undergo a criminal record background check if you should be selected for appointment to the post for which you have requested an information pack. The reason for this is that the post will involve working with children under the age of 18 and/or vulnerable adults or is one of the other positions set out in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 for which employers may ask for information on criminal records and convictions, including those which are otherwise regarded as 'spent'. 

You will note in Section 7 of the application form that you are required to declare whether you have any criminal records/convictions and if so to provide details of these under separate, confidential cover to the Vice Principal, Information, Learning & Human Resources. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of any future offer of employment. 

The College is an equal opportunities employer and is committed to eliminating prejudice in employment and taking positive action to counter the effects of disadvantage. We recognise that people with criminal records already face discrimination when seeking employment and we are therefore committed to ensuring that they are not unfairly disadvantaged by this procedure. Information will be treated with the strictest confidence and will only be seen by those who need to see it as part of the recruitment process. An applicant who is considered by the selection panel to be the best candidate for the post will only be prevented from obtaining employment if the College considers the person has a criminal record that makes him/her unsuitable for appointment to the post applied for. It is therefore important to note that having a criminal record will not necessarily bar you from working with us - this will depend on the nature of the position and the circumstances and background of your offence - this would be the subject of discussion with you where necessary before any offer of employment would be made. 

If you are selected for appointment to the post, you will be sent a "Disclosure" application form by the HR Department and you will be asked to make an appointment so that your form and various other documents may be checked before it is sent off to the Criminal Records Bureau for the necessary background check to be carried out.  The College complies fully with the Criminal Record Bureau Code of Practice, a copy of which is available on their website at www.disclosure.gov.uk. or on request from the HR Department. A copy of the College's policy on the recruitment of ex-offenders is also available from the HR Department. 

Having a criminal record will not necessarily bar you from working with us
This will depend on the nature of the position and the circumstances and background of your offence/s.

13.
Policy Statement on the Recruitment of Ex - Offenders

· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants' suitability for positions of trust, Greenwich Community College complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed. 

· Greenwich Community College is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.

· Our policy on the recruitment of ex-offenders is made available to all Disclosure applicants at the outset of the recruitment process. 

· We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience. 

· A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position. 

· Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential cover, to a designated person within Greenwich Community College and we guarantee that this information is only seen by those who need to see it as part of the recruitment process. 

· Unless the nature of the position allows us to ask questions about your entire criminal record we only ask about "unspent" convictions as defined in the Rehabilitation of Offenders Act 1974. 

· We ensure that all those in Greenwich Community College who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 

· At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment. 

· We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request. 

· We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment. 
