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Job Description: Academic Mentor
	School Ethos 
	Our ethos is one of Selfless Service, Excellence, Virtues and Aspiration, with our named virtues being: kindness, courage, honesty, tolerance respect and responsibility. We promote five principles of character: to be presentable, polite, prepared, positive and punctual. Our school promotes an active sense of citizenship and regard for sarbat dha ballah (common good of all). At Seva School, our aim is for our whole community to actively engage with all that the Sikh faith encompasses and modern British Values promote.

	Job Title 
Salary 
	[bookmark: _Hlk58228623]SCP 2
Salary FTE £22,366 (pro rata to number of weeks and hours worked).
40 hours/ 38 weeks

	Responsible to
	Assistant Principal SENDCo and Inclusion

	Core Purpose
	To assist the school in the development and implementation of a program of work and in the provision of a stable, caring and supportive learning environment which enables students to achieve their full learning potential and facilitates their social and moral development.

	Responsibilities and tasks
	This is a fantastic opportunity to join a well led, collaborative and supportive team. We are seeking to appoint an exceptional person who is perhaps looking to begin a career in teaching and requires experience of working in a school. There will be an opportunity to further develop your skills through working with SEND students in a variety of subjects. The role will require you to support students in lessons and facilitate some small group work. 
Seva School is committed to safeguarding and promoting the welfare of children and young people. We expect all staff and volunteers to share this commitment. These posts require a criminal background check via the disclosure procedure. The successful applicants will therefore be subject to an Enhanced DBS as part of our Prevent duty.
These posts are covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent spoken English is an essential requirement of the roles.
About You
The ideal applicant will have:
· Experience of working with children or in a school
· appropriately qualified, experienced and enthusiastic 
· is confident in working across the key stages to join our highly motivated and professional team
· A real passion for education and improving the attainment of pupils
· Enthusiasm and creativity for engaging pupils.

The role of a teaching assistant at Seva is a varied one, working within whole class environments and with smaller groups. You will be responsible for working with class teachers to ensure that the school environment and teaching is accessible to all 

What the school can offer:

· The opportunity to work with excellent and committed colleagues
· Inclusive working environment
· Professional development
· Friendly and passionate atmosphere
· The opportunity to make a difference with an identified group of students
· Supportive parents, committed to their children’s learning

Relationships 
The post holder: 
· Is responsible to the SENDCo in respect of their overall duties. 
· Interacts on a professional level with other colleagues and seeks to establish and maintain productive relationships with them in order to support the identified group of students. 
· Communicates effectively with parents/carers and other agency staff to support students’ learning and personal development. 

Purpose of the position 
· To assist the school in the development and implementation of a programme of work and in the provision of a stable, caring and supportive learning environment which enables students to achieve their full learning potential and facilitates their social and moral development. 
· There is a requirement to work with students, either individually or in groups, who have attracted Higher Needs funding; this will include students across the ability range. 

Core Responsibilities 
Under the guidance and direction of the teacher:
· Supporting and directing tasks, clarifying and explaining instructions. 
· Focusing support in areas needing improvement, both academic and social. 
· Motivating and encouraging students to concentrate on and fulfil the tasks set. 
· Undertaking learning activities with students of varying abilities to ensure differentiation and access to the curriculum 
· Seeking to ensure the promotion and reinforcement of students’ self-esteem, appropriate levels of effort and behaviour and to guide students to become independent learners. 
· Contacting and meeting parents / carers to support the learning in school. 
· Keeping up to date tracking files, creating and copying of resources, and using IT systems for administration and educational purposes. 
· Contributing to and assisting in the development and monitoring of systems for review and recording of student progress including responsibility for key worker students. 
· Planning and/ or assisting in the preparation for educational visits, and where appropriate accompany students. 
· Attending and contributing to school staff meetings and in-service training events, within contracted hours or outside normal hours by agreement. 
· Assisting in the supervision of Public Examinations and other tests and assessments as directed. 
· Assisting in the development and implementation of Personalised Learning Plans 
· Assuming sole supervision of whole classes for short periods in the absence of the teacher, but only when it is essential for the teacher to leave a class, such as in emergency-type situations. 
· Analyse data to identify students’ areas for improvement and intervention. 
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 
· Employees are required to be courteous to colleagues and students and provide a welcoming environment to visitors and telephone callers. 
· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition. 


Health and Safety
· Ensure that Health and Safety Regulations and relevant legislation are complied with.
· Assisting with or undertaking risk assessments relevant to the post.
· Comply with school policies, for example Safeguarding, Data Protection and e-safety
· Confidentiality must be always observed.

Equality and Diversity 

Working with external agencies 

Other
The postholder is required to develop and maintain systems to support the efficient running of the school and minimize the administration burden on Teaching and Support staff. The postholder will be expected to have a good knowledge of the schools’ policies and procedures and take the initiative. They would have access to administrative support.

Seva School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful applicant will be DBS checked. We strive to be an equal opportunities employer. 

 This job description is current at the date shown, but, in consultation with the post holder, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title.

Please note the offer of employment is subject to DBS, medical, references and satisfactory completion of a 6 month probationary period.



	Safeguarding 
	The Sevak Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment All appointments will be subject to an enhanced Disclosure and Barring Service check (with a children’s barred list check). The leader and advisor would work with the Vice Principal to ensure that: 

· The policies and procedures adopted by the Sevak Trust are fully implemented and followed by all staff.
· All staff and volunteers feel able to raise concerns about poor or unsafe practice in regard to children, and such concerns are addressed sensitively and effectively in a timely manner.
· To take reasonable care for his/her own health and safety and any other person(s) who may be affected by his/her acts or omissions at work, in accordance with the Health & Safety legislation.
· To promote the protection and safeguarding of students through the active implementation of relevant school policies and procedures with reference to: Safeguarding and Child Protection Policy, Behaviour Policy, KCSiE and the Staff Code of Conduct, and to raise any concerns relating to such procedures which may be noted during the course of duty.


	
	
	Date ………………………………………………...

Signed ……………………………………………… Post Holder

Signed ……………………………………………… Principal
The work of schools changes and develops continuously which in turn requires staff to adapt and adjust. The duties and responsibilities above should not therefore be regarded as immutable but may change in line with national prescription on terms and conditions of employment and/or any relevant school improvement priorities set from time to time. Any major changes will involve discussion and consultation with you. Whilst the main duties and responsibilities of the post are set out above, each individual task to be undertaken has not been identified. Teachers will be expected to comply with any reasonable request from their line manager to
undertake work related to teaching and learning that is not specified within this job description and which is commensurate with the level of the post.






Person specification
	Training and education 
	Essential (E) / Desirable (D) 

	GCSEs in Maths and English (Grade A-C) 
	E 

	Education to degree level or equivalent. 
	E 

	Experience and knowledge 
	 

	Ability to use a variety of teaching and learning methods. 
	E 

	Able to plan and implement well-structured lessons. 
	E 

	Knowledge and understanding of current curriculum development. 
	E 

	Knowledge of good practice, policies and procedures in schools / School including Child Protection. 

	E 

	Qualities and skills 
	 

	Self-motivating and able to work on own initiative. 
	E 

	High expectations of self, students and staff. 
	E 

	Ability to implement, monitor and evaluate the curriculum. 
	E 

	Able to meet deadlines. 
	E 

	Ability to use data effectively to monitor and evaluate. 
	E 

	Experience of using ICT skills for classroom use. 
	E 

	Record of students achieving good academic results. 
	E 

	Equal opportunities 
	 

	Must be able to recognise discrimination in its many forms and willing to put the school’s equality and diversity policy into practice. 
	E 

	Commitment to equal opportunities and equal value for all students. 
	E 

	Other conditions 
	 

	A willingness to attend/achieve further training/qualifications where appropriate. 
	E 

	Must satisfy relevant pre-employment checks. An Enhanced DBS (Disclosure and Barring Service) statement will be obtained for the successful applicant. 
	E 



*   E = Essential    D = Desirable 
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