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Government of Anguilla 

	JOB DESCRIPTION - 1

	JOB TITLE:  Prison Tutor

	 The Governor’s Office
	DEPARTMENT

H M Prison
	SECTION


	UNIT



	GEOGRAPHIC LOCATION

The Valley


	TITLE OF IMMEDIATE SUPERVISOR


Rehabilitation and Development Coordinator


	A. MANDATE

To assess the learning needs of inmates and to plan, organize and provide education in Literacy and Numeracy as well as other subject areas according to the inmates’ needs in a manner that promotes knowledge about the subjects and significantly contributes to the Prison Rehabilitation and Development Programme.       

	B.   KEY FUNCTIONS

1. To plan, organize and teach lessons and deliver training programmes for inmates
2. To select the most appropriate teaching methods, approach (es) and materials to ensure effective delivery of ideas and to promote interest in and learning of English, Mathematics and other subjects. 

3. To deliver appropriate academic and vocational training projects according to individual learning needs of inmates and based upon an adult learning theoretical framework.
4. To evaluate teaching effectiveness
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	  C.          KEY DUTIES

1. Plan, prepare, and present course programme (s) and lessons.
2. Promote participation in and attendance at education classes amongst the inmate population. 

3. Select the most appropriate teaching methods, approach (es) and materials to ensure effective delivery of ideas and to promote interest in and learning of English, Mathematics and other subjects 
4. Deliver appropriate academic and vocational training projects according to individual learning needs of inmates and based upon an adult learning theoretical framework.

5. Assess, record and report, in the agreed and approved manner, the level of academic attainment of each inmate, and his /her progress and performance throughout the learning period.  
6. Facilitate inmates’ participation in CXC examinations or relevant certified courses and or higher education
7. Prepare teaching timetables and liaise with sentence planning coordinator regarding teaching schedules.

8. Maintain session registers.

9. Evaluate teaching effectiveness and confirm inmate understanding 
10. Participate in meetings of Her Majesty’s Prison Development and Rehabilitation Team as needed.
11. Guide and mentor volunteer education staff on assigned projects 
12. Maintain a ratio of six inmates to one teacher per session or as advised by prison authorities.

13. Ensure that commendable behaviour of inmates is recognized, and organize certification and awards ceremonies for inmates who participate and/ or complete courses.

14. Assist inmates as necessary with the completion of forms and documents as required.
               15.   Participate in disaster management activities designed to prepare for, mitigate

                       against and respond to disaster events.


               16.    Develop and implement strategies for improving and maintaining a high level of

                        Customer Service in the public sector.

17.  Perform any other duty related to the job function.
                      EXPECTATIONS

18. Act as a catalyst for change, model change and build capacity for managing change throughout the ministry/department/organization. Influence others to translate vision into action.

19. Create and support a culture that focusses on creativity, innovation and knowledge.

20. Promote a culture of open and transparent communication.

21. Embrace technology by utilizing all available ICT/media/mass communication to ensure that relevant messages and/ or responses to the service offered are disseminated accurately, courteously and timely.

22. Hold up the Leadership Statement as a mirror to your own behavior in a challenging and constructive way.

23. Foster a culture of teamwork and collaboration.

24. Participate in disaster management activities designed to prepare for, mitigate against and respond to disaster events.

25. Develop and implement strategies for improving and maintaining a high level of Customer Service in the public sector. 
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	D.         KEY RELATIONSHIPS
1. Report to Superintendent.

2. Liaise with Sentence Planning Coordinator, Prisoner Activities Manager, Counsellor, and Prison Chaplain.

3. Interface with the Development and Rehabilitation Team; Sentence Planning Task Force, Prison Volunteers and Community Groups.

4. Consult with Prisons and Education agencies locally, regionally, and internationally.                   


	 E.      KEY AUTHORITIES

1. Interpret the curriculum and syllabus of various subject areas.

2. Plan, organize and deliver lectures/lessons to inmates
3. Assess record and report on inmates’ performance, behaviours, capacities and talent.

4. Report suspicious behaviour to the Superintendent 



	F.     KEY REPORTS

        Reports on inmates’ performance, attendance, behaviours, 
        capacities, talent and potential.             


	G. PERFORMANCE PARAMETERS

Extent to which:

1. Teaching timetables and schedules are met
2. Expected transfer of learning and knowledge are realized.



	H.     SCOPE OF THE JOB

The job carries responsibility for the teaching and training of inmates in specific areas that meet and satisfy established standards, specifications, learning and knowledge criteria.  A clinically minded teaching approach along with traditional teaching methods are also expected. 


	I.      PERSONAL QUALIFICATIONS

The incumbent must possess well-developed theoretical and practical knowledge of teaching and education methodologies, techniques, practices, procedures, work methods, sound knowledge of literacy and numeracy strategies, interpretive judgement and problem solving ability.  S/he must be computer literate with a sound knowledge of Microsoft applications. A sound understanding of socio economic and cultural factors and adult learning theories would be an asset.  
This knowledge, skills and abilities are normally obtained in the process of acquisition of accredited teaching certification, a university diploma or certificate in a specialized subject area and at least three years post qualification experience in an educational setting. 
Applicant must be mature and responsible.  Experience of working in teams and training in management techniques are desirable.  

In addition, the incumbent should be familiar with group dynamics and be cognizant of deviant behaviour as relates to inmate culture.  He/she must also be receptive to working within the prison environment and understanding the prison organizational culture. 




This document is intended to reflect key requirements related to the principal functions of your job and must not be construed to be a description of all tasks that may be inherent in the job.
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