
 

Progress Tutor  

APPLICATION PACK 



 

As soon as possible, subject to successful pre-employment checks 
including a DBS check or a check against the DBS Update Service if 
registered. 
 

 
Permanent, full time (37 hours per week). 39 weeks per year (including 
professional development days). Monday to Thursday 8.30am to 
16.30pm, Friday 8.30am to 16.00pm 

 

 
Point 7 to 10 on the Support Staff Salary Scale £25,951 to £27,733 per 
annum. (Actual pro rata salary £22,421 to £23,960). 

 

Local Government Pension Scheme 
 

 

NJC Terms and Conditions for Support Staff in Sixth Form Colleges 
 

 

Midday on 11th August 2026 

 

  

 
Are expected to be held on 25th August 2026 

 

 



Progress Tutor 

 

 Lead Progress Tutor 

 

 

 

At Priestley College the individual student is central to all our endeavours. The Progress Tutor 
has a specific role in pastoral support and will act as coach to provide students with 
individualised support and challenges which will stretch their potential to the full. The role of 
the Progress Tutor is to challenge students on their progress, attendance and work rate, 
balanced with providing clear advice and support to ensure students get the best from their 
time at college. This will also include directing students to the most appropriate sources of 
help and guidance.  

 

Being able to motivate and energise young people, deliver the tutorial programme, agree 
motivational targets and produce student progress reviews, you will also be responsible for 
initiating, monitoring and overseeing the timely completion of students’ university and other 
progression applications. In this role you will also be specifically responsible for writing 
university references for all the students under your supervision.  Working within the existing 
Progress Tutor team and with the support and guidance of Lead Progress Tutors and Pastoral 
Heads and the wider Operations Team, you will provide support, guidance and 
encouragement to students in your care.    

The Progress Tutor has a specific role within the existing tutorial team for the pastoral support 
of our students.  With the guidance of the Lead Progress Tutors, Progress Tutors will run 
tutorials as well as provide individualised support, encouragement and challenge so that our 
students maximise their potential at Priestley.  

Pre-enrolment and enrolment   

• Carry out tasks as allocated during the start of each academic year, including the 
enrolment of new students in August /completion of internal progression of existing 
students onto full programmes of study. 

• Contribute towards the planning and delivery of the college Induction programme.   
• Establish a tutor group identity and a rapport with their individual students.  
• Take students through key policies e.g. Anti-bullying and Harassment Policy, E-safety 

Policy etc  

Personal Development Programme (PDP) 

• Deliver the PD programme to ensure that the themes of the programme are effectively 
addressed.  

• Take a full part in the sharing of ideas and good practice within the Progress/Lead 
Progress Tutor team. 

• Support students in their career and progression planning and to advise on how to 
access guidance on making informed choices. 

 

 



 

• Support students in the applications process by mentoring application quality and 
Personal Statement writing. 

• Be available for post exam counselling as required.  
• Attend team meetings and 1:1 meetings as agreed with their Pastoral Head.  
• Obtain student views of the PD programme in line with the quality systems in College 

e.g. student voice focus groups, QPD surveys etc  
• Cover for other Progress Tutors if required. 
• To attend and support at college admissions processes (by arrangement), including 

open evenings and interview evenings.   
 

Individual student progress reviews and action planning   

• Monitor and support the progress of all tutees based on performance monitoring data 
providing every tutee with supportive and focused 1:1 interviews.   

• Manage and prioritise 1:1 interviews as required, meeting at least one per student each 
half term.  

• Develop an effective and supportive partnership with parents/carers by regular and 
appropriate contact and meetings with parents/carers. 

• Monitor the attendance of students in line with college targets, setting improvement 
targets for students where necessary through following the College’s Support & 
Disciplinary procedures, systems and processes. 

• Monitor and support student achievement within the enrichment programme, 
Performance Monitoring process. 

• Deal promptly and appropriately with curriculum/pastoral/wellbeing and safeguarding 
concerns and referrals in relation to individual student progress.  

• Document all meetings on Rems Portal and CPOMS. 
• Monitor student action plans drawn up during the Support & 

Disciplinary/safeguarding/wellbeing and Performance Monitoring review interventions  
• Refer students to other agencies where necessary, in consultation with Pastoral 

Heads/ Safeguarding Operational Manager e.g. Early Help etc.  
• Deal promptly with complaints raised by students and, where necessary, refer them to 

the next stage. 
• Communicate effectively with students and their parents or carers where relevant   
• Support and guide students through the progression process as appropriate, including 

UCAS/apprenticeship/job applications, and overseeing student references.   
• Liaise regularly with their Pastoral Heads and report any emerging issues, including 

engagement in attendance and behaviour vulnerable risk weekly meetings. 
• Ensure that the student 1:1 entitlement of significant interviews is achieved.   

Monitoring and evaluation   

• Contribute to the quality assurance and self-assessment procedures within the 
Pastoral team.  

• Produce summaries and references to an agreed quality standard and to the deadlines 
set within college.  

• To commit to college quality systems and regular reviews of performance.  
• Be pro-active in the use of our tracking tool, REMs Portal, to monitor attendance and 

behaviour, utilising reports to improve student performance and engagement. 
• Closely monitor the performance of students on contract and identified specific 

student cohorts.  
 



 

• Respond in a timely way to requests from college for information: e.g. learner 
agreements, timetable, surveys checks etc.    

Record Keeping   

• Ensure all relevant records are maintained e.g. 1:1 interviews, progression plans,        
course changes, referrals, attendance and tracking data, safeguarding records and 
Unifrog student profiles.   

Support for Students – Background Information  

Structure of the Student Services Department  
  
Progress Tutor: Each Progress Tutor will have approximately 9 PDP groups with approximately 
25 students per group.   Tutor groups will consist of discrete groups of AS, A2 or BTEC Level 2, T-
Level and/or Level 3 students.  
  
Pastoral Heads: Pastoral Heads (head of year)-responsible for attendance and behaviour and 
will line manage the Progress Tutors. The PH Team are divided into two year 1 and two year 2 
teams and will line manage the related year 1 and 2 Progress Tutor Team will be responsible for 
managing, supporting and monitoring the work of the Progress Tutors and is line managed by 
the Assistant Principal Student Support Services.  
 



 

 

 

 

 

Key: A = Application, I = Interview, R = References, C = Certificates 

 

 Essential Desirable   Identified by 

 Relevant Experience: 

1.  Knowledge of progression routes for students: BTEC, GCSE, AS/A Level, T-
Levels 

 ✓ 
A 

2.  Effective liaison with external agencies  ✓ A, I 

3.  Knowledge of post-16 education and options at 18  ✓ A, I 

4. Minimum of 12 months’ guidance/ young person related work  ✓ A 

5. Awareness of key Safeguarding issues relating to young people ✓  A, I 

Education and Training: 

6. Educated to degree level ✓  A, C 

7.  First Aid Qualification (or willingness to be a First Aider/undertake 
appropriate training) 

 ✓ 
A, C 

 Knowledge, Abilities and personal skills: 

8. Ability to communicate clearly and effectively ✓  A, I 

9. Ability to be flexible and show initiative    ✓  A, I 

10. Good interpersonal, organisational and administrative skills  ✓  A, I 

11.  Good record of attendance/punctuality (within the confines of the DDA) ✓  A, I 

12.  Commitment to equal opportunities and the principles of Equality and 
Diversity 

✓  
A, I,  

13. Strong support for the College ethos ✓  A, I 

14.  Ability to work to defined deadlines ✓  A, I 

15. Ability to motivate groups of young people   ✓  A 

16.  Ability to work under pressure and maintain a sense of humour and 
perspective 

✓  
A, I,  

Safeguarding: 

17. Suitable to work with children and young adults and/or vulnerable 
adults 

✓  

DBS Certificate 

18. Willingness to apply for an Enhanced Disclosure and Barring Service 
check or to have a check undertaken against an existing DBS Certificate if 
registered for the DBS Update Service. 

 

✓  

PERSON SPECIFICATION 
Progress Tutor 



 



  





 



 



 



 


