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Mission Statement

“Achieving excellence in all we do”

Values and behaviour

Coleg Powys staff are committed to:

1. Enabling innovative and excellent learning throughout the community

2. Placing learners at the centre of decision making

3. Being ambassadors  for the college and passionate about Coleg Powys

4. Honesty, integrity and respect

5. Fairness and consistency

6. Celebrating success

7. Supporting colleagues and being team players

8. Equality, diversity and inclusiveness

9. Continuous improvement by giving and receiving feedback

10.  Maintaining a positive attitude

Background Information

Coleg Powys is a major Further Education College providing post-16 learning services throughout the 2,000 square miles of Powys. 
The college has over 7,500 individual learners attending on a full-time, block release, day, evening, open learning or electronic remote access basis.
The main College campuses are in Brecon, Llandrindod Wells and Newtown although there is now an expanding outreach centre in Ystradgynlais, in addition the College makes use of numerous community locations. The College also owns a teaching farm and supervises the management of Theatr Hafren, a professional receiving theatre in Newtown. 

Today, the College is categorised in the top rank of FE institutions in Wales in respect of its organisational, financial and quality standards. 

There are over 100 full-time teaching staff and a large number of part time teachers serving approximately 8,500 individual students. These are supported by an administrative and technical team of over 100. Including farm and theatre staff, more than 500 people are employed by the College in some capacity each year. 

Coleg Powys works in partnership with many local, regional and national organisations in supporting economic and social development and providing links with the immediate community. Our programmes cover a wide spectrum of general and vocational education and training for people of all abilities, ranging from entry level to honours degrees. 

The programme of non-vocational courses is offered in partnership with Powys County Council.
Useful Information for Community Tutors 

This information is aimed at the Adult Community Learning Tutors who teach on the main college campuses or in community venues across Powys.
A full staff handbook is available - please ask your Head of Faculty for a copy or it can be found on the college intranet.
Contact Numbers
NORTH DIVISION 
Shirley Davies – Community Lifelong Learning Officer 
shirley.davies@coleg-powys.ac.uk – Tel. 0845 4086 535
Kath Kones – Community Lifelong Learning Officer

kath.jones@coleg-powys.ac.uk – Tel. 0845 4086 210
Julie Thomas – Evening Receptionist, Student Services
julie-thomas@coleg-powys.ac.uk – Tel. 0845 4086 299
Nicola Walker – Faculty Administrator

nicola.walker@coleg-powys.ac.uk – Tel. 0845 4086 277
SOUTH DIVISION
Joanne Howells – Community Lifelong Learning Officer
joanne.howells@coleg-powys.ac.uk – Tel. 0845 4086 454
June Owen – Student Services

june.owen@coleg-powys.ac.uk – Tel. 0845 4086 302

Ruth Pritchard - Student Services

ruth.pritchard@coleg-powys.ac.uk – Tel. 0845 4086 403 
Simon Pritchard – Faculty Administrator

simon.pritchard@coleg-powys.ac.uk – Tel. 0845 4086 451

Other Useful contacts

Main switchboards: 0845 4086 200 (Newtown) – 300 (Llandrindod Wells) – 400 (Brecon)
Enrolment Call Centre: 0845 4086 299

Andrea White – Personnel Officer 0845 4086 251

Rosemary Denham – Registrar 0845 4086 202

David Jones - Welsh Language Development Officer 0845 4086 261
Margaret Bavistock - Payroll 0845 4086 236

Deborah Cole – Examinations Officer 0845 4086 237
Photocopying

For classes held on college campuses:

Please give advance notice of any photocopying that is required. Details should be left in the register, the previous week (or earlier if possible) so that the material can be made ready for the next class. 
For classes held in community venues:
Tutors are responsible for their own photocopying and can recover the cost by sending the receipts to the Community Lifelong learning Officers. Alternatively, you can email or post the work to the CLLOs specifying requirements and ensuring ample advance notice is given to allow for work to be posted back.
Audio Visual Equipment
For classes held on college campuses:

To book a DVD or CD player please ask at student services for the diary where you can enter the date(s), time and room you wish to book these for. 

For classes held in community venues:

Please ensure that all equipment is PAT tested and is regularly checked. Please contact your Community Lifelong Learning Officer to notify of any PAT testing requirement.
College Virtual Learning Environment (Moodle) 

All staff and students have access to the college Virtual Learning Environment. However to access the platform you need a user name and password; if you have not been issued with an ID card please ask for an application form.

The college VLE (Moodle) can be accessed through www.coleg-powys.ac.uk. Moodle has a wide range of information for staff – please take some time to familiarise yourself with this as it is a useful resource.
Learning Resource Centre

The centre is open to all students and offers a well-stocked library, study areas, computing and scanning facilities.
Opening Hours:
	Brecon
	Llandrindod Wells
	Newtown

	Mon: 8.30am - 4.30pm
Tues: 8.30am - 6.00pm
Wed: 8.30am - 4.30pm
Thu: 8.30am - 4.30pm
Fri: 8.30am - 4.00pm
	Mon: 8.30am - 5.00pm
Tues: 8.30am - 4.30pm
Wed: 8.30am - 4.30pm
Thu: 8.30am - 4.30pm
Fri: 8.30am - 4.00pm
	Mon: 8.30am - 4.30pm
Tues: 8.30am - 7.00pm
Wed: 8.30am - 7.00pm
Thu: 8.30am - 7.00pm
Fri: 8.30am - 4.00pm


The Learning Resource Moodle pages offer a wide range of information and study guides which you can download or signpost learners to.
Library

· All staff and students may join the library. Access is through the Learning Resources Centre. See opening times above.
· Heritage: you may search for books on the college Moodle using Heritage.

· E-resources: there are 3000 free e-books available for a range of subjects  – please enquire about ‘ebrary’ which can be accessed via the college network.
Computer Services 

All staff and students may have access to the Network. However you must have your individual User ID – please ask for an application form if you have not been issued with an ID.

For computing classes - forms will be left in your register for the students to complete. These will be sent to Computer Services and as soon as the enrolment forms for the course have been entered by MIS each student will be given a User ID.
College Intranet 

The college intranet is available to all staff and students and can be accessed through the college Network only. The intranet has a range of information such as college policies, personnel, admin and curriculum forms, directories and other – please take some time to familiarise yourself with this as it is a useful resource. 

Some of the material has been placed on Moodle to make it accessible to Community Tutors.
Stationery

Please ask for any stationary requirement.

Staff Room

· Brecon:

· Llandrindod Wells:

· Newtown: The staff room is situated in Room 26 on the ground floor corridor. The facilities include a fridge, microwave and hot water boiler.

Coffee breaks

There are no official breaks during the evening as students have paid for the total time they are in college. However arrangements may be made between tutor and students. Drinks and snack machines are available.

Welsh Language

Coleg Powys has adopted the principle that in the conduct of public business in Wales it will

treat the English and Welsh languages on the basis of equality. The college has currently an approved Welsh Language Scheme which sets out how Coleg Powys will give effect to that principle when providing services to the public in Wales. 
At present the college is preparing its second Welsh Language Scheme. Once this has been approved by the Welsh Language Board, briefings will be held for all staff. All staff are required to comply with the scheme. 
For further advice please contact David Jones, the Welsh Language Development Officer, on 0845 4086 261.

Meanwhile we would like to encourage tutors to:

· Greet students in Welsh at the start and end of each lesson 

· Include elements of Welsh culture as relevant to subject

· Introduce a new Welsh word (related to topic) each week
Welsh Key Words and Phrases

	Greetings
	 
	 

	Good morning
	 
	Bore da

	Good afternoon
	 
	Prynhawn da

	Good evening
	 
	Noswaith dda

	Hello how are you?
	 
	Helo – sut hwyl ?

	How are you Thomas?
	 
	Sut mae Thomas? / Sut wyt ti Thomas ?

	Thank you very much
	 
	Diolch yn fawr

	Thank you for your help
	 
	Diolch am eich help (or cymorth)

	See you later
	 
	Welai  di’n hwyrach (singular, informal)
Welai chi’n hwyrach (formal)


Diwrnodau’r Wythnos – Days of the Week
	Dydd Llun
	 
	Monday
	            Dydd Gwener
	 
	Friday

	  Dydd Mawrth
	 
	Tuesday
	            Dydd Sadwrn
	 
	Saturday

	Dydd Mercher
	 
	Wednesday
	            Dydd Sul
	 
	Sunday

	Dydd Iau
	 
	Thursday


Misoedd y Flwyddyn – Months of the Year
	Ionawr
	 
	January

	Chwefror
	 
	February

	Mawrth
	 
	March

	Ebrill
	 
	April

	Mai
	 
	May

	Mehefin
	 
	June

	Gorffennaf
	 
	July

	Awst
	 
	August

	Medi
	 
	September

	Hydref
	 
	October

	Tachwedd
	 
	November

	Rhagfyr
	 
	December


Greetings
	Nadolig Llawen
	Merry Christmas
	Blwyddyn Newydd Dda
	Happy New Year


COURSE ADMINISTRATION

Course File

It is essential that tutors keep a course file, which contains the following information:

· Course Profile

· Register
· Scheme of Work

· Session Plans

· Individual Learning Plans

· Course Evaluation

· Course Handouts    
· Health & Safety 

· Risk Assessment
· Internal Verification records (where applicable)
Registers

The register is a Prime Source Auditable Document and must be FULLY and ACCURATELY completed. Please read the instructions included in the register for detail on how this should be filled.
At the end of the course, please sign and date the register BEFORE you return it to your Community Lifelong Learning Officer.
For classes held on college campuses:

The register should be collected from Student Services office before your class. There will be a tray outside Student Services in which to leave your register at the end of the evening. Any messages may be left in the register. 
Students’ Absence

If a learner has missed two consecutive sessions, you may choose to:

a) Contact the learner to find out the reason for the absence and check whether they need any support to enable them to return to the class. 

b) Ask your Community Lifelong Learning Officer to contact the learner on your behalf. 
Students who have missed two consecutive sessions will be contacted by student services to find out the reason for the absence. This information will be fed back to the tutor who will be asked to take any necessary action.

Class Cancellation

Classes should only be cancelled in case of illness or unavoidable circumstances. Please contact your Community Lifelong Learning Officer at the earliest possible. If you are unable to make contact with the CLLO then please contact Student Services on the appropriate site. In all circumstances please ensure that learners are informed about the class cancellation.
A cancelled class needs to be re-scheduled to ensure that learners receive the actual contact hours allocated for the course.

Scheme of Work

The programme of learning otherwise known as a scheme of work is the key planning tool.  

The main contents of this tool are:

· The anticipated learning outcomes 

· A session by session overview of what the tutor will include in the programme to ensure that the anticipated learning outcomes are met.

It is important that a copy of the scheme of work is given to the Community Lifelong Learning Officer at the start of the term.  

NOTE:
It should also be remembered that this document is a working document and as such is unlikely to remain pristine.  The document will show the changes that are made as the programme progresses to accommodate the changing needs of the learners and those out of the ordinary events that occur eg snow that means that plans have to change. 

Session Plans

A session plan is a detailed description of the course of instruction for an individual lesson. You will need to keep a copy of your session plans in a file together with any handouts or other supporting material relevant to the course. The file should be kept up to date and should be available in the classroom.
Individual Learning Plan

The individual learning plan will provide the information that will show the learner and those external agencies that inspect / assess us that learning has taken place.  

The individual learning plan will record the anticipated learning outcomes, and the personal goals of the learner.  The plan will provide a record for the tutor and the learner of when learning outcomes have been achieved.  The plan will also provide the learner with the opportunity to reflect on their experience and the tutor to give summative feedback on the progress that the learner has made during the programme. 

What needs to be done – by whom - and when

1. The individual learning plan will have the programme details and the anticipated learning outcomes filled in by the Community Lifelong Learning Officer.  

2. In session one the tutor will ask the learners to identify their personal learning goals and then collect the ILP in.

3. Half way through the programme – the tutor will briefly review the progress that has been made with the learner – where possible with individuals or if necessary as a whole group.

4. At the end of the programme the tutor should ask the learners to reflect on the progress that they have made and then provide summative feedback.  

5. A copy of the ILP should be taken and passed onto the Community Lifelong Learning Officer.

Students’ Questionnaires and Course Evaluation

Your Community Lifelong Learning Officer will from time to time provide you with Learner Review questionnaires; please ask learners to take time to complete these. 
An envelope will be provided for you to circulate to the class thus enabling learners to return their form anonymously. All Learner Review forms must be returned to the Community Lifelong Learning Officer.
Where applicable, information gathered from learner reviews should be taken into consideration when completing your own course evaluation. 

All tutors must complete and return a course evaluation form at the end of each course – this is very important as the form is integral to the college’s quality systems. The evaluation enables the college to respond to any actions highlighted and contributes to the faculties’ self-assessment reports.
ENROLMENT FORMS AND UNIQUE LEARNER NUMBERS

Every learner over the age of 14 is given a 

UNIQUE LEARNER NUMBER (ULN) that will stay with them for life.

Schools and colleges will use an on-line system to register learners and generate the ULN. Learners must show their ID first.

The ULN is a 10 digit number linking the learner’s qualifications to form their 

PERSONAL LEARNING RECORD (PLR).

Learners can see their PLR on-line to track their progress towards a qualification or show evidence of their achievements so far.

Employers, schools and colleges can view the information and update it.

The learner must give permission for this to happen.  They can refuse or change their permission at any time by contacting their school or college.

. 

HEALTH AND SAFETY

Tutors are required to familiarise themselves with, and make all students aware at the start of the course of:
· Fire Exits and procedure for evacuating the building
· External Assembly point

· Location of First Aid Box 

· Phone / mobile phone arrangements

Also Ensure:

· Electrical equipment has been PAT tested

· Avoid hazardous manual handling operations as far as is possibly practical

Fire Procedures

On Discovering a Fire 

· Sound the alarm by breaking the nearest break glass and shouting FIRE! FIRE! FIRE! 

· Dial the fire brigade. 

· Do Not put yourself at risk by attempting to fight a fire that has taken hold. 
· Evacuate the building together with those you may be responsible for and report to your nearest assembly area. 

On Hearing a Fire Alarm 

· Switch off electrical / gas appliances, making safe any work equipment.

· Evacuate the building together with those you may be responsible for and report to your nearest assembly area. 

Risk Assessment

It is the tutor’s responsibility to assess the risk associated with the activities they intend to undertake. This assessment should be reviewed regularly and particularly whenever there are any changes.

For further details on Risk Assessment, please refer to the intranet or to Moodle.
Lone Working 

A risk Assessment must be carried out for lone working and control measures must be in place for any risks that may have been identified. Consideration needs to be given to both routine work and also foreseeable emergencies, such as intimidation, violence or fire alarms, which may impose additional physical and mental burdens on the individual. 
Incident / Accident Reporting

Any incident or accident involving staff or students needs to be reported. Please ask your Community Lifelong Learning Officer for an appropriate form - alternatively you can download this from Moodle.
College Counsellor

A counselling service is available on each site for both learners and staff. Appointments can be booked by contacting the counsellors as follows:
North Powys: Jane Jones – 0845 4086 257 – jane.jones@coleg-powys.ac.uk
South Powys: Sue Jones - 0845 4086 436 – sue.jones@coleg-powys.ac.uk
Car Pool Arrangements

Where applicable, a college pool car can be booked through reception. Cars are allocated on distance travelled and you will be informed if a car is available for you. 
Details of procedures to follow in case of accident or emergency are kept in the glove compartment – please familiarise yourself with these.

You need to provide a copy of your driving license 

PERSONNEL
Application forms, Certificates and Police checks

The following is a list of paperwork new staff are required to complete:

Application form

Equal Opportunities form

Rehabilitation of Offenders form

Confidential Medical form

Bank Details

Pension Information

FE10

CRB Disclosure application
Computer Access
In addition, the teachers’ qualification regulations require that we hold copies of all relevant certificates gained subsequent to GCSE. Please note that payment cannot be processed until all the paperwork requirements have been met.

Pension Scheme

You are eligible to join the teachers’ pension scheme. However, if you do not wish to do so, you should complete an opt out form. Please contact Personnel for further details.
Salary Claim Forms

You need to complete a Claim Form and send this to your Community Lifelong Learning Officer or Faculty Administrator by the last working day of each month. Salary will be paid into your bank account on the last working day of the following month.

Holiday pay is calculated (pro-rata to the full-time equivalent) and paid monthly – it is based on the number of contact hours worked plus PMA (Preparation, Marking, Administration) where applicable.

Completing Salary Claim Forms: Tutor’s Responsibility
1. Full name, address, site and Department to be entered.
2. Employee number to be entered. This can be found on the employee slip or contact Personnel. This is important, as it is a unique identifier for each member of staff. Failure to fill in the employee number will mean the form will be returned (exception will be made to new staff only).

3. Complete details of employment (duration in Hours and minutes should be actual hours / minutes and not converted to decimals of a minute). Please complete only the total contact Hrs/Mins in the first line of boxes.

4. Complete the number of learners attending.

5. Sign and date the claim.
6. Incomplete forms will be returned to employee and this may delay payment to the following month.
Reporting Sickness

It is particularly important, for a variety of reasons, that accurate records are maintained of all absence related to sickness.  If an individual is unable to attend for duty due to sickness, they must notify their Community Lifelong Learning Officer, Faculty Administrator or reception at their main place of work (please note contact for evening reception is 0845 4086 299). 

Contact should be maintained to keep us updated with progress e.g. expected date of return to work.

Self-certification (a form is available from the intranet, Moodle or from your Community Lifelong Learning Officer) should be completed for the first calendar week of absence - thereafter, a doctor’s certificate will be required. Self-certification must be completed and returned to personnel on the first day of return. Where form is not completed, absence will be considered as unauthorised and unpaid.
Sick leave must be recorded on the pay claim in red ink.  Personnel can provide further information on entitlement to pay which varies according to length of service. 

Cancelled teaching sessions are expected to be made up so that the students do not lose out on the number of sessions they have paid for.

Trade Union Membership

You are welcome to join a Trade Union of your choice. Contributions can be made through payroll or by direct debit.

College Governors

The governing body is made up of a range of local people who have an interest in education and includes staff and student representatives. The clerk to the governors is David Parsons; he is based in Llandrindod Wells and can be contacted by email at david.parsons@coleg-powys.ac.uk 
Personnel Policies

Please see attached the list of college policies – these are available on Moodle or from Personnel.
These include policies on:
· Grievance and Appeals Policies

· PMAR

· Staff Development

· Equality and Diveristy
LIST OF POLICIES

Absence of Line Manager Procedure
Adoption Policy
AIDS, HIV and Hepatitis Policy
Alcohol and Drug Misuse at Work Policy
Cause for Concern / Disclosure Document (Child and Vulnerable Adult Protection)
Child and Vulnerable Adult Protection Policy
Complaints Procedure
CRB Policy
Daily Procedure Educational Visits
Daily Procedure for Adventurous Activities
Disability Equality Scheme 
Disciplinary Procedure for Coleg Powys Students 
Disciplinary Procedure for Holders of Senior Posts
Disciplinary Procedure for Staff
EBS Agent Acceptable Use Policy
Emergency / Inclement Weather Conditions Policy
Equal Opportunities Policy (Published)
Financial Regulations (Policy)
Freedom of Information (FOI) Procedure (Policy) 
Gifts and Hospitality Policy
Grievance Procedure for Holders of Senior Posts
Grievance Procedure for Staff
Harassment and Bullying at Work Policy

Health and Safety Policy (English)
Health and Safety Policy (Welsh)
Information Systems Security Policy
Internal Verification and Assessment Policy
Leave of Absence Guidelines
Lone Working Policy
Maternity Policy
Medical Reports Disclosure Policy
Parental Leave Policy
Paternity Leave Policy 
PMAR Policy
Private Work Policy
Probationary Procedure
Procedure for Staff with Performance Difficulties
Public Interest Disclosure Policy
Quality Assurance Policy
Race Equality Scheme 2008-2011 
Redundancy Policy
Sickness Leave and Pay Policy
Sickness Reporting and Management Procedure
Staff Development and Training Policy
Sustainability Policy
Welsh Language Scheme Policy Booklet Summary (English)
Welsh Language Scheme Policy Booklet Summary (Welsh)

Moodle Log-on Instructions
1. Access Moodle by


A – www.online.coleg-powys.ac.uk

or


B – Google search Coleg Powys Moodle

2. Insert your Coleg User Name and Password in the Login Block.*

3. Once logged on, select Staff Information on the left hand menu.

4. Select Community Tutors Information.

5. Click “agree to acceptable use policy”. (Only Applicable to new accounts)

6. You will be asked for an enrolment key – this is in upper case CTI. Click enrol me on this course.  

7.   To Log Out click the “logout button” in top right hand corner.

* If you do not have a Coleg Powys user name and password, please contact personnel on 0845 4086 293 and request a Computer Access Application Form.
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