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	Post Title:
	Key Stage Learning Mentor

	
	

	Grade:
	Grade 6

	Support Staff Framework Ref:
	

	Responsible to:
	Senior Vice Principal – Dove Campus or
Vice Principal for Key Stage 4 – Trent Campus



	Hours:
	37 hours per week (term time + 1.2 weeks)

8.30 a.m. – 4.30 p.m.

	
	

	Statement of Purpose

Under the direction of a member of the Academy Leadership Team, contribute to developing inclusion approaches in the Academy by addressing the needs of students who need help in overcoming barriers to learning and developing their potential both inside and outside the classroom.

Disclosure Level:    Enhanced 

	
	

	Personnel Specification:

Equal Opportunities:  The post-holder is expected to have a knowledge and awareness of the Academy’s Equal Opportunity Policy and to implement its provisions in the execution of the post’s duties.

Experience, qualifications and skills: See person specification  

	Support for Individual Students:
· To assist Support and Guidance in monitoring student academic progress and developing intervention strategies where necessary.
· Under the guidance of Senior Vice Principal/Vice Principal act in key worker role to address the needs of students that require help to overcome their barriers to achievement, both inside and outside of school through activities and strategies enabling them to reach their full potential.
· To improve the well-being of individual students by developing approaches based on our existing good practice.

· Under the guidance of Senior Vice Principal/Vice Principal ensure all Looked After Children’s needs are met e.g. PEP paperwork.
· To support colleagues by dealing with student problems that arise, including counselling and supervising of student(s) and communicating any action to the relevant staff and or parents/carers.
· To develop 1:1 mentoring relationships with students needing particular support, where necessary aimed at achieving goals defined in the action plan.
· To liaise with parents, outside agencies and education welfare with regard to confidential/sensitive information and complex issues and support student progress.
· To support the Senior Vice Principal/Vice Principal for students and to oversee Pastoral Support Programmes and coordinate the implementation of such plans.
· Use specialist knowledge/experience to provide an appropriate support to students in relation to their individual needs (e.g. daily exercise programme).
· To assist teaching staff in giving feedback to students and teachers in relation to progress, achievement, behaviour, attendance etc.
· To work under the direction of Senior Vice Principal/Vice Principal to support students’ access to learning using appropriate strategies, resources etc.

· To be responsible for keeping and updating records as agreed with other staff, contributing to reviews of systems/records as requested.

· To establish constructive relationships with parents/carers, exchanging information, facilitating their support for their child’s attendance, access to learning and supporting home to Academy and community links.

· To co-ordinate and organise students attending extra-curricular activities or other out of school activities under guidance of Senior Vice Principal/Vice Principal.
· To be aware of and appreciate a range of activities, courses, organisations and individuals to provide support for students.



	Support Organisational Management:

· To administer the daily reports to students and oversee the checking and monitoring of the reports.

· To share appropriate data and information with the relevant staff.

Support to Students, Parents and the Community
· Supporting parents and students in crisis, liaising with identified personnel.

· To support staff by maintaining a high profile around the Academy at break times and lunchtimes.

	Support to Academy:

(This list is not exhaustive and should reflect the ethos of the Academy)

· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.

· Be aware of and comply and assist with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of, support and ensure equal opportunities for all.

· Contribute to the overall ethos/work/aims of the Academy.

· Establish constructive relationships and communicate with other agencies. 

· Appreciate and support the role of other professionals.

· Attend and participate in regular meetings.

· Participate in training and other learning activities and performance development as required.

· Recognise own strengths and areas of expertise and use these to advise and support others.

· Assist with student needs as appropriate during the Academy day.

	In addition:

· To make suggestions to improve the ongoing effectiveness of non-teaching support.

· To comply with the requirements of Health and Safety, or relevant legislation and Academy documentation.

· To undertake any other reasonable duties within the overall function, commensurate with the grading level and responsibility, of the job.

· To understand and comply with the Academy's Equal Opportunities Policy.

· All support staff will work on INSET Days.

· Holiday leave will be in line with the policy for all support staff.  Annual Leave cannot be taken during term time.

· All staff are expected to work in a flexible and versatile manner as directed by their line manager.

· Support the Academy’s Learning Agenda.

· To take part in a Performance Review system.

· To work within the requirements of the Safeguarding Children’s Policy.

· To have a responsibility for promoting and safeguarding the welfare of students.
· Commitment to Safeguarding Children  

· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with by:

· Having an awareness of school safeguarding policy and procedures regarding child protection

· Become aware of the signs and symptoms of abuse by attending relevant safeguarding training

· Understand and support the Academy by attending training relevant to current national safeguarding issues such as The Prevent duty, Child Sexual Exploitation, Female Genital Mutilation.

· Report all causes for concern to the Safeguarding team using detailed and accurate information.

· Ensure the safety of all pupils in the school learning environment both indoor and outdoor

· Being fully aware of and understanding the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people.



	Notes:

The above responsibilities are subject to the general provisions of the appropriate conditions of service document and any authority interpretation as discussed with support staff associations.

The detail of the duties will be determined following consultation with the post-holder.

The Academy operates a no smoking policy on campus.


CHILDREN AND LIFELONG LEARNING – HR SERVICES
Person Specification ~ Key Stage Learning Mentor
	Essential Criteria

	Measured by

	Experience
· Experience of working in an education setting committed to the inclusion agenda.
· Experience of working with students demonstrating challenging behaviours.

· 
	AF/I

	Qualifications/Training

· Very good numeracy/literacy skills equivalent to GCSE C and above.

· NVQ 3 or equivalent qualification or experience in Learning and Development

· Relevant experience in working with children and those that care for them.
· Experience of working with outside agencies.

	AF

	Knowledge/Skills

· Good ICT and record keeping skills.
· Good organising, planning and prioritising skills.
· Ability to remain calm in situations of high tension.
· Ability to manage own workload and work on own initiative.
· Ability to work constructively as part of a team.
· Ability to relate well to children and to adults.
· Ability to communicate effectively both orally and in writing.
· Methodical with a good attention to detail.

	AF/I

	Behavioural Attributes

· Builds personal relationships with stakeholders, through regular contact and consultation.
· Coaches and empowers team members to take responsibility for ensuring customer care.

· Understands the academy’s development plan and how it relates to team and individual objectives.

· Accepts, supports and quickly implements change.

· Identifies and promotes best practice and encourage the sharing of ideas.

· Proactively seek opportunities to increase job knowledge and understanding.

· Values the diversity of individuals, adaptable approach to meet individual needs and effectively utilise the diversity of team members.

· Works with others to resolve differences of opinion and resolve conflict in a professional manner.
· Requires minimum supervision, however would accept support and direction from Senior Staff Members.
· Takes responsibility for own and team actions.

· Identifies and overcomes barriers and manage risks.

· Takes quick and effective action.

· Demonstrates focused implementation of role and responsibilities.

· Builds strong team ethos where everyone feels valued.

· Provides timely, sensitive and honest feedback on performance.

· Is accountable for own development and encourages the ownership of development needs amongst team members.
	


AF – Application form

I – Interview

Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline.
PAGE  
1

