Recruitment Pack
Attendance Officer & Learning Mentor

Epsom & Ewell
High School

Welcome from the Headteacher
Thank you for showing your interest in working at Epsom
& Ewell High School, where I am immensely proud to be
the Headteacher.
At Epsom & Ewell High School we recognise the
importance of academic success whilst embracing our
wider role in preparing students for their adult life beyond
the formal examined curriculum.
With lower than average class sizes and specialist
teachers in every area, the school provides a supportive
yet vibrant environment through which we nurture
confident, ambitious students who embrace community,
tolerance and high aspiration.
Our students are challenged to think harder than they ever have before and we have
created a student led learning identity to fully prepare them for the rigours of the new
examination landscape. Students are encouraged to think for themselves and through
their own hard work and expert support from our staff are progressing further than
other students nationally.
We offer a broad and balanced curriculum and as a school encourage each student’s
particular abilities to ensure that no child slips through the net. The school’s ethos is
simple - our students are at the heart of everything we do and we truly believe that
every child can achieve.
Epsom & Ewell High School is part of the Bourne Education Trust (BET). BET is a Surreybased multi-academy Trust made up of 12 schools.
If you would like to visit the school we would be delighted to show you around. Please
contact our HR department by emailing vacancies@eehs.surrey.sch.uk

James Newman
Headteacher

Why work with Bourne Education
Trust?
The Bourne Education Trust is a Surrey-based multi-academy trust made up of twelve
schools, including all key stages. The ethos of the Trust puts children at the heart of all
that we do. The role of the Trust is to ensure that our students make the most of their
opportunities by ensuring that our academies aspire to and reach the highest
standards.
The principle of schools working with each other is core to the ethos and operation of
the Trust. We are committed to raising standards in all our schools and look to deploy
experts to support improvement wherever and whenever it is needed. Staff may be
offered secondments, to ensure that the very best practitioners are deployed in the
areas of greatest need, whilst enabling ambitious and talented staff to further their
experience and gain rapid promotions.
There are many benefits of working with the Trust. These include:
▪
▪
▪
▪
▪
▪
▪
▪

Coaching and mentoring programmes
Leadership training and development
Business management support and development
CPD
Sharing best practice and planning
Professional partners for new post holders
Initial teacher training support
School direct and SCITT trainees

The Board of the BET is determined to see a high performing multi academy trust that
delivers the very best educational experience for pupils at both primary and secondary
level. The educational landscape continues to change at a fast pace with more schools
converting to academies. The information on the website sets out how we will plan,
guide, support and improve our academies (and schools that are yet to join), ensuring
that there is a clear focus on improving leadership and governance, and teaching and
learning, and on raising standards.

Welcome from the Bourne Education
Trust CEO, Alex Russell
I am very proud to be the CEO of the Bourne Education
Trust ('BET') and to work with like-minded and ambitious
headteachers and board members.
The Board of BET is determined to see a high performing
multi-academy trust that delivers the very best
educational experience for pupils at both primary and
secondary level. The educational landscape continues to
change at a fast pace with more schools converting to
academies.
The information on the website sets out how we will plan, guide, support and improve
our academies (and schools that are yet to join), ensuring that there is a clear focus on
improving leadership and governance, and teaching and learning, and on raising
standards.
We have a cost effective organisation and a business model that delivers efficiency,
effectiveness and growing economies of scale in order to free up more resources for
the front line.
I am very glad to have a strong board of directors which provides the effective support
and challenge required to ensure that the Trust is a good employer, and as a multiacademy trust, an effective home for our academies, with the leadership and track
record to succeed.
It is often said that each child gets one chance of education. Our role is to ensure that
our students make the most of their opportunities by ensuring that our academies
aspire to and reach the highest standards.
I look forward to an exciting future for the Trust and all its stakeholders.

Alex Russell
Chief Executive Officer

Our Aim:
Committed to
excellence in teaching
and learning

Epsom and Ewell High School is committed to
excellence in teaching and learning. We believe that
there are four important building blocks to achieve
this and that by excelling in all, we will achieve our
core aim.

“Pupils know that
teachers have high
expectations of them and
those in the highestability sets in
mathematics are taught
exceptionally well.
Teachers continually
challenge pupils and
effectively target support
where it is needed.
Consequently, pupils feel
a sense of pride in their
achievements.”
Ofsted May 2017

Teaching
The quality of teaching at
Epsom and Ewell High School
has consistently been graded
as good or better in externally
verified teaching and learning
reviews.
The training that teachers
receive is high quality and
relevant with a sharp focus
on improving the experience
for students in the classroom.
We consistently have low
staff turnover which means
students have excellent
teachers that know the
students well and foster
purposeful relationships.

Our teachers undertake
weekly training sessions
throughout the year to
ensure that their practice
remains relevant, dynamic
and moves with the ever
changing curriculum.

Our teachers benefit from the
opportunity to visit other
schools in the trust to share
best practice and gain
valuable experience that they
are able to bring back to the
school.

Teacher training takes place
during twilight sessions,
outside of school hours,
which minimises the impact
on pupils’ contact time in
school.

Leaders and teachers have
high aspirations for pupils.
Teachers
consistently
encourage and support pupils
to do their best. Pupils are
provided
with
many
opportunities to discover
options available to them
after
leaving
school.
Consequently, many more
pupils are now applying for
places at the top universities.

All of our teachers are
specialists in their field. Their
enthusiasm for their subjects
permeates their lessons and
many have gained experience
in industry, prior to their
teaching careers.

“Deep Learning
requires harder
thinking and you need
to use more brain
power. Teachers push
you to achieve your
best.”
Ellie Cooper, Student

Learning
The school has created its
own learning identity called
‘deep learning.’ Students are
encouraged to use higher
order thinking to develop
their skills of analysis,
application, creativity and
evaluation.

Students are challenged to
apply
their
existing
knowledge to examples,
scenarios or exam questions
prompting students to really
think about what they know
and apply this to different
contexts.

This will be essential when
preparing our students for
the rigours of the new more
difficult GCSEs. The focus for
the 2018/19 academic year
will be to embed deep
learning so that it becomes
‘the way’ students learn at
Epsom and Ewell High School.

Students compare, categorise
and investigate and really
delve inside topics in order to
gain a deeper understanding.
Rather than giving students
definitions, they might be
given a piece of text to
generate their own answers.

Creativity and innovation are
encouraged in all lessons;
whether that is creating an
original idea in art and
computing or speculating and
theorising in science, maths
and history. Students are
asked to extend their ideas
and really think about how a
plan can be implemented.
Justifying an answer or an
opinion encourages students
to support their views and
challenge their way of
thinking.
Debates
and
supporting answers with
reasoning is a higher order
skill which is evident in every
lesson at EEHS.

“You have appointed a
team of committed and
hardworking senior
leaders in education
who have a sharp focus
on aspects of the
school that need to
improve. Leaders feel
empowered to fulfil
their responsibilities.”
Ofsted May 2017

Leadership
Epsom and Ewell High School
has a strong tradition of
growing its own leaders. This
is possible due to successful
in
house
leadership
programmes
and
a
commitment to accelerated
career development at all
levels.
For the 2018/19 academic
year, we have increased our
leadership team. This will
enable us to drive forward
the strategies that we have
previously introduced and
allow us to be more outward
looking
in
terms
of
supporting
the
local
community and promoting
our achievements.

The new junior leadership
team is led by the sixth form
leaders and prefects. They
work specifically in one of
four
areas:
wellbeing,
teaching,
learning
and
community. These students
from all year groups are
actively engaged in the
running of the school as well
as the wider community.

Being part of the Bourne
Education Trust allows us to
work with schools of all
phases. This helps us to
sustain the quality of
teaching in our school and
others, and teachers benefit
from school to school
support, paired observations,
bespoke training and the use
of outstanding practitioners.

We are proud to be a partner
school of Teach Southeast, a
School
Centred
Initial
Teacher Training (SCITT)
provider.
Through
the
Partnership, a high quality,
bespoke
programme
is
delivered
for
aspiring
secondary school teachers
across the South East of
England.

A culture of leadership is
embedded at all stages. All
staff receive quality training
on constantly bettering
themselves as practitioners
and leaders, and are
supported in improving and
moving to the next step in
their careers.

“The school genuinely
seems to care about
students’ happiness as
well as their academic
progress.”
John Midstone, Parent

Wellbeing
Epsom and Ewell High School
is the first school in the UK to
achieve the Schools Mental
Health Gold Award.
We were awarded the gold
standard because of our fully
comprehensive support and
education programmes that
have broken down the stigma
surrounding mental health.
As a result, we have created a
school environment where
students and staff are
confident to fulfil their
potential both in and outside
of the classroom.

We know that pupils who
have a positive attitude
towards their learning will
make good progress and be
successful.
Consequently,
instilling all of our pupils with
'growth
mind-sets'
has
become a key priority for the
school.

By taking a holistic approach
to staff and pupil wellbeing
we are creating a community
that
understands
the
importance of maintaining a
balance between working
hard to achieve success,
whilst looking after our
physical and mental health.

We want all of our pupils to
relish challenges, embrace
their mistakes as part of the
learning process, value the
importance of effort, respond
carefully to feedback and take
inspiration from others. This
will help them to achieve, not
only with us, but also in their
future lives as adults.

We have dedicated sessions
in lessons to address what
kind of learners students
want to be and how we can
positively
approach
challenges inside and outside
the classroom. The school is
buzzing
with
talk
of
perseverance, challenge, risks
and celebrating mistakes.

How to Apply
If you would like to find out more about this exciting opportunity, need any further
information or you wish to have an informal discussion please contact: Hayley Berry,
PA to the Headteacher/ HR Assistant on: 020 8974 0400 or email
vacancies@eehs.surrey.sch.uk

Epsom and Ewell High School is
committed to safeguarding and
protecting the welfare and
safety of its staff and pupils, and
follows safeguarding interview
procedures.
We expect all candidates to
meet the highest standard of
safeguarding and successful
applicants will be required to
undertake a Disclosure and
Barring Service (DBS) check.

To apply, you will need to submit an application form which can be downloaded from
our school website www.epsomandewellhighschool.com, along with this recruitment
pack and relevant information
Closing date for applications: 12pm, Wednesday, 22nd January 2020
Panel interview: week commencing Monday, 27th January 2020

Epsom & Ewell
High School

Job Description:

Attendance Officer and Learning Mentor

Grade:

Surrey PS6 £23,951 - £26,438 (pro rata) - £18,730 - £20,675 actual

Hours:

35 hours per week/ 36.8 weeks per year

Responsible to:

Senior Leadership Team

Main purpose:
The role of the Attendance Officer/ Learning Mentor is to provide pastoral care to and support pupils
with their mental and physical welfare, encouraging positive attendance and behaviour around the
school. The successful candidate will be responsible for the recording, monitoring and reporting of
whole school attendance. This role also includes supporting the senior leadership team and middle
leaders to intervene in order to raise attendance and decrease persistent absence.

KEY FUNCTIONS
▪
▪
▪

To manage and monitor all students’ attendance
To ensure timely and accurate processing of attendance data
To be an active and contributing member of the Wave team (student support centre)

Job description:
Attendance:
•
•
•
•
•
•
•
•
•
•
•
•

Monitor attendance and lates closely and communicate with Education Welfare Officer,
Senior Leadership Team and Head of Year
Send text messages to parents regarding their child’s lateness and attendance
Make sure registers are completed correctly
Monitor attendance line and listen to phone messages regarding absence and follow system
adopted for communicating this information
Send daily truancy call text messages to parents/ carers then input phone calls/ emails/ late
slips/ inclusion/ isolation/ exclusion to update registers and identify today’s absentees
Check truancy call against lesson registers send letters/ emails to those who have not
responded
Print a list of absences for the office in case of fire drill
Provide letters/ reports/ analysis/ registers/ individual certificates for pupils, parents, EWO,
form tutors and SLT as required
Action holiday request forms, mark registers in advance authorised/ unauthorised and send
letter home
Submit required statutory returns to DfE as required
Ensure attendance data is correct for the termly school census
Contribute to the overall ethos/work/aims of the school

•

To be responsible for a caseload of pupils with poor school attendance. Specific duties /
responsibilities will include, for example:
o To assist the Local Authority enforcement team by completing the necessary
documents for court proceedings / fixed penalty notices for non-attendance at
school as directed.
o To maintain records of visits and discussions in connection with school attendance
and other pastoral issues.

•
•

To maintain case files for families with problems and poor school attendance cases.
Undertake any other duties of a similar level and responsibility as required and/or any other
tasks as reasonably requested

Learning Mentor:
•
•
•
•
•
•
•
•
•

To provide support to the pastoral team throughout the school day by assisting with on-call,
exit and unstructured time and with inclusion duties as appropriate.
To liaise with a range of people including parents/carers as appropriate.
To assist in the development and implementation of
education/behaviour/support/mentoring plans and support reintegration back into lessons
with 1:1 support as necessary.
To assist in the assessment of students to identify those in need of particular support.
Liaising with appropriate staff to co-ordinate support and intervention strategies and
intervention packages, both internal and external, for vulnerable students.
To manage and co-ordinate the supervision of pupils who are not working to a normal
timetable.
To monitor and evaluate student’s responses and progress against action plans through
observation and planned recording and to provide objective and accurate feedback and
reports as required.
To manage record systems and processes and be responsible for elements of child
protection documentation where appropriate.
Be aware of and comply with policies and procedures relating to child protection, health,
safety and security, confidentiality and data protection, reporting all concerns to an
appropriate person.

Person specification:

Essential

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Good standard of education
Experience in an office environment
Ability to demonstrate proven high level of
organisational and administrative talents
Ability to demonstrate an aptitude for
accuracy and detail
Ability to evaluate, clarify and explain to
colleagues and pupils the school’s
attendance policy and procedures
Ability to assimilate analyse and utilise
complex, detailed information
Good IT skills
Able to present reports for the SLT and
governing body
Able to work easily and effectively with
both young people and adults
Able to prioritise, manage and monitor a
number of complex procedures
Flexible approach to work
Ability and willingness to follow school
policies and procedures
Ability to relate effectively to colleagues
Ability to work effectively with outside
agencies and contractors
Enjoy working within a team
Have the ability to work independently
Be proactive within the whole school
environment
Have good health and stamina
Have a good sense of humour
Be smart and well presented
Have a commitment to equal opportunities

Desirable

•
•
•
•

Experience of working in a school environment
Experience of working in a similar role
Knowledge of SIMs & Class chart systems
Clear understanding of the school’s
management and operational structures and
lines of communication, its policies and codes
of practice

