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Programme Tutor (2 posts)





Greater Manchester Area
Full time, Job Share considered  
 £21,391 to £27,102 per annum
*Starting salary for new entrants to the service will be £21,391 per annum

    Vacancy Ref: PSO/12/395
Do you have excellent communication and presentation skills and experience of working in a group setting? Can you follow manuals to deliver group work and demonstrate pro-social behaviour and attitudes to adult offenders? 

Programme Tutors deliver group work programmes to groups of offenders as a condition of their community sentence or custodial licence. The programmes are aimed at addressing offending behaviour, such as teaching problem solving skills and skills to address alcohol and/or drug abuse.  The role also involves liaising with Probation Officers/Case Managers in connection with attendance, progress, compliance and enforcement. 

The ideal candidate will be an accredited and experienced programme tutor; with the ability to work effectively under pressure, to give and receive constructive feedback and have a commitment to anti-discriminatory practice. Experience of working in a tutor/mentoring role is desirable, though not essential.
Hours of work are 37 per week and evening and regular Sunday working will be required. 
Applicants who are not accredited will be required to pass an Accredited Programmes assessment centre and confirmation in post is conditional upon successful completion of training in Core Skills and the Thinking Skills Programme.

For further information please contact Peter Grundy - Business & Performance Manager on 03000 478899.

Completed applications must be returned by Thursday, 9 February 2012.  

Applications are welcome from disabled people who, if they meet the essential criteria for the post, will be offered an interview. Committed to equality in employment and service delivery.
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	JOB DESCRIPTION

GREATER MANCHESTER PROBATION TRUST



	Vacancy Ref:
	PSO/12/395


	Post:


	Accredited Programme Tutor

	Department /

Location:
	Programmes Division

	Grade:


	Band 3

	Scale Points:


	50-74

	Salary:


	£21,391 to £27,102 per annum 


	Accountable to:


	Programme Manager/Probation Operations Manager
(Supervision as set out in the National Programmes Manual by Treatment Manager)



	Supervisory 

Responsibilities:


	N/A

	Job Purpose:


	1. Contribute to the delivery of core curriculum programmes of intervention with offenders in accordance with What Works principles.
2. Liaise with Case Managers in connection with attendance, compliance and enforcement.
3. Maintain day to day administrative support and monitoring systems.

4. Promote the work of the unit to colleagues, sentencers, etc. 



	Operational Environment:
	Various



Main responsibilities

1. Contribute to the delivery of core curriculum programmes of intervention with offenders in accordance with What Works principles.

a. To deliver the programme as outlined in the programme manual and manage groups in a way that ensures that all participants can learn.

b. To contribute to the promotion of programmes aimed at addressing offending behaviour – such duties to include monitoring, evaluation and programme reviews.

c. Promote and maintain anti-discriminatory and safe working practices.

d. Contribute to the management of aggressive and abusive behaviour.

e. Produce session’s notes and complete programme integrity checklists.

f. Give and receive feedback on performance.

g. Effectively co-work with a wide variety of colleagues.

2. Liaise with case managers in connection with attendance, compliance and enforcement.

a. Ensure prompt responses to non-attendance and, where relevant, provide catch-up sessions.

b. Promptly report progress on programmes to relevant Case Managers.

3. Maintain day to day administrative and support systems – to include making necessary practical arrangements; the recording of attendance/individual client records; and feedback information.  

a. Maintain appropriate recording system.

b. Produce reports as required.

This job description forms part of the contract of employment of the person appointed to the post.  It reflects the position at the present time and should not be regarded as exclusive or exhaustive.  There may be other duties and requirements at the same or lower responsibility level associated with this post.

Other features of the job
· 37 hours per week for full-time
· Regular evening and some Sunday work required within a 5 in 7 day contract.

· All group work sessions are video recorded with a proportion assessed against set criteria.

· Availability of car for business purposes is desirable (Casual user allowance payable)  
· All employees are employed as an area resource and as such may, from time to time, be required to work from different offices.

· GMPT buildings and vehicles are smoke free
Appointment will be subject to an Enhanced Criminal Records Bureau check. 
PERSON SPECIFICATION

	QUALIFICATIONS/EDUCATION/SPECIAL TRAINING

ESSENTIAL

Educated to GCSE level (or equivalent) in English 
DESIRABLE

Attainment in further education course.
Basic understanding of cognitive behavioural approaches.

	ASSESSMENT METHOD

Application & Evidence
Application Form
Application and Assessment Centre

	APTITUDE/SKILLS REQUIRED

ESSENTIAL

Computer literate.
Effective communication skills (oral and written)

Ability to demonstrate pro-social behaviour and attitudes.

Ability to constructively give and receive performance feedback.

Ability to co-work with a wide range of colleagues.

Excellent presentation skills.

Ability to promote the use of accredited programmes with colleagues, other agencies and sentencers.

Able to work effectively and under pressure.

Understanding of the Probation Service role in public protection and law enforcement.

Able to represent the agency effectively and to liaise with other organisations.

Able to demonstrate the skills necessary to work with offenders in a group setting.

Demonstrable commitment to, and understanding of, anti- discriminatory practice (equal opportunities) 
DESIRABLE

Knowledge of Criminal Justice System.
Knowledge of effective practice initiatives / research / cognitive behavioural methods.
	Application 
Application & Assessment Centre
Application & Assessment Centre
Application & Assessment Centre
Application & Assessment Centre

Assessment Centre

Application & Assessment Centre

Application & Assessment Centre

Application & Assessment Centre

Application 
Application & Assessment Centre

Application & Assessment Centre

Application & Assessment Centre

Application 



	EXPERIENCE REQUIRED

ESSENTIAL

Experience of working with groups.
DESIRABLE

Experience of work with individuals/groups within the Criminal Justice System or similar setting.
Experience of working in a teaching / tutoring / mentoring type role.

	Application & Assessment Centre

Application & Assessment Centre

Application & Assessment Centre




GREATER MANCHESTER PROBATION TRUST
CRIMINAL HISTORY  - SELF DECLARATION

Many of the posts in the Greater Manchester Probation Trust are exempt from the requirements of the Rehabilitation of Offenders Act 1974.  These posts are those based in approved premises, or whose duties involve the supervision of offenders.  Applicants for these posts are required to declare any previous criminal convictions or cautions.  The Probation Trust will seek confirmation of criminal history from the Criminal Records Bureau (CRB) before confirming the appointment of any person to these posts.

For all other posts in the Greater Manchester Probation Trust, the employer is entitled to ask for details of those criminal convictions or cautions that are “unspent” as defined by the Rehabilitation of Offenders Act 1974.  An explanation of what counts as an “unspent conviction is given in the enclosed leaflet.  Failure to declare any such conviction that is subsequently made known to the employer may be grounds for summary dismissal.

The post for which you have applied requires that you declare: –
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Any criminal conviction or caution     




Only “unspent” convictions or cautions

**Many of the posts in the Greater Manchester Probation Trust are exempt from the requirements of the Rehabilitation of Offenders Act 1974.  These posts are those based in approved premises, or whose duties involve the supervision of offenders.
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The main sentences and the time it takes for them to become spent are sent out in the chart below.

If your sentence is not listed in the chart, call the Resettlement Plus Helpline number below to find out about it. Or ask someone that will know (such as a probation officer).

If you have many convictions, your first one may not be spent until the last one does. To check this, ring Nacro’s Resettlement Plus Helpline number below. Or ask someone who would know.

	Sentence
	Time it takes to become spent

If you were 17 or under when you were found guilty
	Time it takes to become spent

If you were over 18 or older when found guilty

	Prison and YOI term of 6 months or less
	3 ½ Years
	7 Years

	Prison and YOI term of more than 6 months up to 2 ½ years
	5 Years
	10 Years

	Fine, Compensation, probation, community service or combination order
	2 ½ Years
	5 Years

	Action plan, curfew, drug treatment and testing order or reparation order
	2 ½ Years
	5 Years

	Absolute discharge
	6 months
	6 months

	* If you were found guilty by the court on or after 3rd February 1995 
	
	

	Sentence
	The time it takes to become spent

If you were 12, 13 pr 14 when found guilty
	Time it takes to become spent

If you were 15, 16 or 17 when found guilty

	Detention and training order 6 months or less
	1 year after order ends
	3 ½ Years

	Detention and training order of more than 6 months
	1 year after order ends
	5 Years

	Sentence
	Time it takes to become spent

	Probation, supervision, care order, conditional discharge and bind over
	1 Year or until order ends

(whichever is longer)

	Attendance centre order
	1 year after order ends

	Referral order 
	Once the order ends

	* If you were found guilty by the court before February 1995



If you want to know more about the Rehabilitation of Offenders Act, you can call the Resettlement Plus Helpline on 020 7840 6464. Ex-offenders, their families and friends can call free on 0800 0181 259 (donated by MCI WORLDCOM).


A longer leaflet giving more detailed information on the Rehabilitation of Offenders Act is available from the Resettlement Plus Helpline. Single copies are free: 2-9 copies, 75p each, 10 or more copies, 70p each. For more copies of this leaflet and other helpline publications, phone 020 7840 6464, Fax 020 7735 4666, Email helpline@nacro.org.uk or visit the nacro website at www.nacro.org.uk. Single copies of this leaflet are free.








When convictions become spent
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A Simple guide to the 


Rehabilitation of


Offenders Act 1974





Changing Lives


Reducing Crime





The Act


If your conviction is spent under the Rehabilitation of Offenders Act, you can say


‘No’ if an employer or insurance company asks if you have a conviction.





Most convictions become spent after five years. Some take more time than this, some take less time (see the other side).





If you have more than one conviction or you have been in prison, your convictions may take many years to become spent.





If you have served a prison sentence of more than 2.5 years, your convictions will never become spent.





The Rehabilitation of Offenders Act does not help you when a job is exempt from the Act.





For these jobs you have you have to tell employers about all your convictions – including the spent ones.





You have to tell employers about all your convictions when: (** also see above) 


If you want to work with children.


If you want to work with old or sick people.


To find out if the work you want to do is exempt from the Act, ring Nacro’s Resettlement Plus Helpline number on other side. Or ask someone who you think would know (such as a probation officer).





169 Clapham Road, London


SW9 0PU


Tel: 020 7582 6500


Fax: 020 7735 4666





www.nacro.org.uk





Nacro is a registered charity no. 226171 May 2001








The Guide Will Talk About:





The Rehabilitation of Offenders Act 


1974 – this helps you if you broke the law some time ago, but have not been in trouble since and you want to get a job or insurance.





A conviction – What you get when you are found guilty in court. Employers sometimes call this your ‘criminal record’.





A sentence – the punishment you are given in court, like a fine or a prison sentence.





A spent conviction – an old conviction that you do not need to tell employers about unless the job is ‘exempt’ from the Act.





An exempt job – for some jobs you have to tell employers about all your convictions, even if they are spent.
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