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TUTOR EMPLOYMENT GUIDELINES

1. Purpose
Reading Community Learning Centre (“RCLC” or “the organisation”) is committed to ensuring that all tutors and educational staff engaged to deliver or manage courses have the appropriate qualifications, skills, experience, safeguarding understanding and professional standards required for their role.
This policy sets out the organisation’s expectations in relation to tutor recruitment, subject knowledge, teaching qualifications, safer recruitment checks, induction, contracts, pay and the handling of personal information.
2. Scope
This policy applies to:
· Tutors employed or engaged by RCLC 
· Educational staff responsible for delivering or managing courses 
· Supply, agency, freelance or sessional tutors engaged by RCLC 
· Existing tutors and new tutors joining RCLC 

This policy should be read alongside:
· Recruitment and Selection Policy for Paid Staff 
· RCLC Safeguarding Children and Adults at Risk Policy 
· RCLC Health and Safety Policy 
· RCLC Equal Opportunity Policy 
· RCLC Data Protection Policy 
· RCLC Privacy Notice 

3. Subject Qualification Requirements

RCLC tutors must have appropriate subject knowledge, experience and qualifications for the course or learning activity they are delivering. As a guide, tutors should normally hold:
· A relevant qualification at Level 3 or above in the subject they are teaching, where such a qualification is available and appropriate 
· Relevant occupational, professional or sector experience where this is more appropriate than a formal qualification 
· Level 2 English, maths and digital skills, or equivalent competence, where relevant to the teaching role 
· Specialist qualifications where required for particular subjects, including literacy, numeracy or ESOL teaching 
In some cases, the organisation may accept a lower formal qualification where the tutor has significant relevant experience, specialist knowledge, community language skills or other expertise that is directly relevant to the learners and course being delivered.
Any decision to appoint a tutor who does not meet the usual qualification expectations must be agreed by the CEO and, where appropriate, reported to the Board of Trustees.

Qualifications Obtained Outside the UK
RCLC recognises that tutors may hold qualifications gained outside the United Kingdom. Where a qualification has been obtained overseas, the organisation may request evidence of its level, content or professional equivalence to UK qualifications where this is relevant to the teaching role.
The organisation may use recognised qualification comparison services, professional bodies, awarding organisations or other appropriate sources to assist in determining equivalence where necessary.
In assessing suitability for a role, RCLC will consider overseas qualifications alongside relevant teaching experience, occupational expertise, community language skills, professional practice and other evidence of competence. A qualification that does not have a direct UK equivalent will not automatically prevent appointment where the organisation is satisfied that the tutor has the knowledge, skills and experience required for the role.

4. Teaching Qualification Requirements
The organisation expects tutors to hold, or be working towards, an appropriate teaching qualification relevant to the Further Education and Skills sector. Recognised qualifications may include current or legacy qualifications, such as:
· Award in Education and Training, formerly PTLLS 
· Certificate in Education and Training, formerly CTLLS 
· Diploma in Education and Training, formerly DTLLS 
· Certificate in Education 
· PGCE or other recognised FE teaching qualification 
· Diploma in Teaching Further Education and Skills 
· Learning and Skills Teacher apprenticeship 
· Other equivalent qualifications recognised for Further Education and Skills teaching 

Previous qualifications will continue to be recognised where they remain relevant to the role and course being delivered.
Where a tutor does not yet hold an appropriate teaching qualification, RCLC may still appoint them where they have suitable subject expertise and experience. In such cases, the organisation may agree a development plan with the tutor, which may include working towards an appropriate teaching qualification within an agreed timeframe.
Where a tutor holds Qualified Teacher Learning and Skills status, they are responsible for maintaining any professional membership or continuing professional development required to keep that status current.
5. Specialist Tutors Delivering Yoga, Seated Yoga, Physical Activity or Wellbeing Movement
Where the organisation engages tutors to deliver yoga, seated yoga, chair-based exercise, physical activity or wellbeing movement sessions, including virtual sessions, RCLC must be satisfied that the tutor has appropriate training, competence, experience and insurance for the specific activity being delivered. Before the sessions begin, RCLC should obtain and keep evidence of:
· Relevant teaching, instructor or specialist activity training 
· Public liability insurance 
· Professional indemnity insurance, where the tutor is providing instruction, guidance or advice 
· Confirmation that the insurance covers the specific activity being delivered, including virtual delivery where sessions are online 
· Any relevant additional training or experience, for example seated yoga, chair-based exercise, older adults, disability, trauma-informed practice, pregnancy, health conditions or community wellbeing 
· A suitable activity risk assessment, proportionate to the nature of the session and learner group 

For virtual sessions, RCLC should also check that:
· The tutor’s insurance covers online delivery 
· The tutor has considered how to give clear safety instructions remotely 
· Learners are told they can take part at their own pace and stop at any time 
· Learners are not encouraged to do movements that feel painful, unsafe or unsuitable for them 
· Safeguarding and online delivery expectations are followed 

The organisation does not require learners to sign a waiver before taking part in seated yoga or wellbeing movement sessions. However, tutors should provide simple safety information at the start of each session, reminding learners to stay within their own comfort level, pause if needed, and stop if they feel pain, dizzy or unwell.
5. Engagement of Tutors
The organisation may engage tutors who:
· Already have a teaching contract with RCLC 
· Have teaching experience with another educational organisation 
· Are not currently employed 
· Are self-employed or freelance 
· Are supplied through a tutor, supply or recruitment agency 
· Have specialist skills or lived experience relevant to the course being delivered 

Before engaging any tutor, RCLC will consider:

· The needs of learners 
· The nature and level of the course 
· The tutor’s subject knowledge 
· The tutor’s teaching experience and qualifications 
· Safeguarding requirements 
· Health and safety requirements 
· Funding, budget and course viability 
· Any reasonable adjustments or support required 

Engagement as a self-employed, freelance or sessional tutor does not automatically determine employment status for tax, employment or legal purposes. RCLC will determine the appropriate engagement arrangement based on the circumstances of the role and relevant legislation and HMRC guidance.

6. Safer Recruitment and Pre-engagement Checks

The organisation will carry out appropriate safer recruitment and employment checks before a tutor begins teaching, or as soon as reasonably practicable where urgent cover is required. Checks will include:

· Identity check 
· Right to work check 
· RCLC will normally obtain two satisfactory references before confirming a tutor's appointment. Any decision to proceed without references must be authorised by the CEO and documented.
· Qualification checks, original qualifications must be seen by the CEO
· Employment history check, where appropriate 
· DBS check at the appropriate level for the role 
· Agency confirmation of checks, where a tutor is supplied by an agency 
· Safeguarding declaration, where appropriate 

The organisation will assess each tutor role to determine the appropriate level of DBS check. Standard, Enhanced and Enhanced with Barred List checks will only be requested where the role is eligible under current DBS guidance. Applicants may be required to declare relevant criminal convictions in accordance with DBS eligibility and rehabilitation legislation.

Where a tutor has lived or worked overseas, RCLC may seek certificates of good conduct or other appropriate evidence where reasonably practicable.

Where a tutor is provided by an agency, RCLC will obtain written confirmation that the relevant safer recruitment checks have been completed before the tutor begins work.
Recruitment and selection decisions will be made on merit following fair, transparent and objective procedures and without unlawful discrimination in accordance with the Equality Act 2010 and RCLC's Equal Opportunity Policy.
Tutors must promptly notify RCLC if they become subject to criminal investigation, safeguarding investigation, professional disciplinary proceedings or any other circumstance that may affect their suitability to work with learners where disclosure is legally required.
7. Safeguarding, Health and Safety and Induction
All tutors must receive an induction before, or as soon as possible after, starting work with RCLC. The induction should include:
· RCLC’s mission, values and learner group 
· Safeguarding children and adults at risk 
· How to report a safeguarding concern 
· Health and safety procedures 
· Fire safety and emergency evacuation arrangements 
· Behaviour expectations 
· Equality, diversity and inclusion 
· Data protection and confidentiality 
· Attendance and absence reporting 
· Course administration and learner records 
· Any specific risk assessments relevant to the teaching activity 

The organisation must protect learners, staff, volunteers, children and visitors by ensuring that teaching arrangements are safe, appropriate and risk assessed where needed.

Tutors are expected to follow the organisation’s policies and procedures at all times.

8. Contracts and Confirmation of Work
Tutors should be issued with a written contract, agreement or written statement of terms before they start work, or as soon as reasonably practicable. Where a tutor is engaged for a specific course or term, the organisation should confirm:
· Course title 
· Course dates 
· Teaching hours 
· Rate of pay 
· Location or delivery method 
· Reporting arrangements 
· Any preparation, assessment or administration expectations 
· Any funding or monitoring requirements 

Where further courses are allocated to an existing tutor, RCLC should confirm the additional allocation in writing.

8A Fixed-Term Contracts, Renewal and Probation

All RCLC courses operate on a termly basis, typically lasting 10 weeks. The offer of further work beyond the end of a fixed-term contract is not guaranteed and will depend upon factors including:

• Availability of funding
• Learner demand and course viability
• Organisational need
• Satisfactory performance and conduct
• Compliance with organisational policies and procedures

For new tutors, the first four weeks of their initial contract will normally constitute a probationary period during which teaching performance, conduct, attendance and suitability for the role will be assessed.

Successful completion of a probationary period does not guarantee the offer of future contracts.
Returning tutors who have previously completed a satisfactory probationary period with RCLC will not normally be required to undertake a further probationary period unless there has been a significant break in service or concerns regarding previous performance.


9. Tutor Pay
Tutor pay will be agreed by the organisation, based on the nature of the role, course requirements, qualifications, experience, available funding and budget approval.
RCLC may consider the following when setting tutor pay:
· Relevant teaching qualification 
· Relevant subject qualification 
· Years of teaching experience 
· Specialist knowledge or professional expertise 
· Complexity of the course 
· Preparation, assessment or administrative requirements 
· Funding conditions 
· Market rates and budget availability 

Where a specialist tutor is required for a course and they have extensive relevant experience but do not hold a formal teaching qualification, the organisation may agree to engage the tutor where this is appropriate for the course and learners. The decision and rate of pay will be agreed by the CEO and, where required, the Board of Trustees.

Pay rates may be reviewed periodically and may vary depending on funding, course requirements and organisational affordability.
10. Professional Conduct and Continuing Development
Tutors are expected to:
· Maintain appropriate professional standards 
· Treat learners, staff, volunteers and visitors with respect 
· Follow the organisation’s policies, procedures and reasonable instructions 
· Maintain appropriate professional boundaries with learners 
· Promote an inclusive, respectful and supportive learning environment 
· Maintain confidentiality and handle learner information appropriately 
· Tutors are expected to undertake appropriate Continuing Professional Development each year, including safeguarding and health and safety updates and subject-specific development where relevant
· Keep their skills, knowledge and professional practice up to date 
· Deliver only activities for which they have appropriate competence, training and, where relevant, insurance 
· Follow any agreed risk assessment, safety guidance or course requirements 
· Use safe and appropriate practice when delivering online or virtual sessions 
· Inform RCLC promptly of any issue that may affect their suitability, availability or ability to teach 
· Raise safeguarding, health and safety, learner welfare or conduct concerns promptly
· Inform RCLC of any illness, injury, medical condition or other matter that may affect their ability to carry out teaching duties safely, effectively or appropriately.
· Declare any actual, potential or perceived conflict of interest, including personal, family, financial or business interests that may affect recruitment, procurement, learner support or course delivery.
· Comply with RCLC's policies relating to gifts, hospitality, fraud, bribery and staff conduct.
· Maintain appropriate professional boundaries when using social media and digital communication platforms and must not communicate with learners through personal social media unless specifically authorised by RCLC.
· Raise concerns regarding safeguarding, fraud, malpractice, wrongdoing or other serious concerns in accordance with RCLC's Whistleblowing Policy.


RCLC may ask tutors to complete specific training where this is required for their role, funding requirements, safeguarding responsibilities or organisational compliance.


10A. Teaching Quality Assurance

RCLC is committed to maintaining high-quality teaching, learning and learner support.
To support continuous improvement and ensure learners receive a positive learning experience, tutors may participate in quality assurance activities including:

• Annual teaching observations
• Peer observations
• Learner feedback and evaluation activities
• Lesson monitoring and course reviews
• Discussions regarding teaching practice and professional development

Tutors will receive at least one formal teaching observation each year.
Observation outcomes may be used to identify strengths, recognise good practice and agree areas for professional development. Where concerns are identified, RCLC may provide additional support, mentoring, training or monitoring.

Learner feedback may also be considered when determining future teaching allocations and contract renewals.


10B. Online and Virtual Teaching

Tutors delivering online or blended learning must:
• Use approved and secure online platforms.
• Protect learner privacy and confidentiality.
• Follow RCLC safeguarding procedures during online delivery.
• Use professional and appropriate backgrounds, language and conduct.
• Obtain prior authorisation before recording any session.
• Ensure any recordings, where approved, comply with data protection requirements.
• Report safeguarding, welfare or online safety concerns immediately.


11. Data Protection
Reading Community Learning Centre (RCLC) will process tutor and applicant personal information in line with UK GDPR, the Data Protection Act 2018, RCLC’s Data Protection Policy and RCLC’s Privacy Notice.
Confidentiality obligations continue after a tutor's employment, engagement or contract with RCLC has ended. Tutors must not disclose, retain or misuse confidential learner, staff or organisational information obtained during their engagement with RCLC.
	Data processing area
	How this applies to this policy

	What personal information may be collected
	RCLC may collect information relating to tutor recruitment, employment or engagement, including contact details, application information, CVs, references, qualifications, right to work evidence, DBS information where applicable, contracts, pay information, training records, emergency contact details and relevant correspondence

	Why RCLC collects this information
	RCLC collects this information to assess suitability for tutor roles, complete safer recruitment checks, issue contracts or agreements, manage tutor engagement, meet safeguarding responsibilities, process payment, maintain training records and comply with legal or funding requirements

	Lawful basis for processing
	The lawful basis may include contract, legal obligation and legitimate interests. Where special category data is processed, RCLC will identify an appropriate additional condition under UK GDPR and the Data Protection Act 2018

	How information will be stored
	Personal information will be stored securely, either electronically on password-protected systems or in locked physical storage. Access will be limited to those who need the information for recruitment, employment, safeguarding, payroll, governance or legal purposes

	Who information may be shared with
	Information may be shared with relevant staff, trustees, payroll providers, funders, auditors, insurers, legal advisers, DBS providers, agencies or statutory bodies where there is a lawful reason to do so

	How long information will be kept
	Information will only be kept for as long as needed for recruitment, employment, safeguarding, legal, audit or funding purposes. Retention will follow RCLC’s data retention arrangements and legal requirements

	Individual rights
	Tutors and applicants have rights in relation to their personal data, including the right to access their information and to request correction of inaccurate information. Further details are set out in RCLC’s Data Protection Policy and Privacy Notice

	Data security and breach reporting
	Any suspected data breach must be reported in line with RCLC’s Data Protection Policy so that appropriate action can be taken



11A. Teaching Resources and Intellectual Property
Unless otherwise agreed in writing, tutors retain ownership of teaching materials they create independently prior to engagement with RCLC.
RCLC may retain a licence to use teaching resources developed specifically for RCLC-funded courses for educational, monitoring and quality assurance purposes.
Any intellectual property arrangements that differ from this position must be agreed in writing before the commencement of work.

12. Review
This policy will be reviewed by the organisation every three years, or earlier if there are significant changes to legislation, funding requirements, DBS guidance, safeguarding requirements or Further Education qualification requirements.

	Date Approved by Board: 
	June 2026

	Review Date:
	July 2029 

	
Signed on behalf of the Board of Trustees  
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Dated
	 June 2026
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