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Waltham Forest




	JOB DESCRIPTION

	Position Title:
	Learning Mentor: 
	Date Prepared:
	May 2025

	Grade
	SO1
	Range 
	23-25

	Provision
	Birkbeck Secondary PRU (part of the Hawkswood group)
www.hawkswoodgroup.org.uk


The Council expects all its employees to have a full commitment to the Council’s Equal Opportunities Policy and acceptance of personal responsibility for its practical application. All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated in the service of the Authority. `

Responsible to: Headteacher & Senior Leadership Team
Job Purpose

· To enable pupils to develop positive attitudes, effective strategies and confidence in themselves to facilitate a successful return to mainstream.

· To provide mentoring, support and guidance to pupils to promote engagement, enhance individual learning, raise aspirations and achieve potential.
· To support with the reviewing and monitoring of pupil progress, liaising with schools to facilitate a successful intervention and return to mainstream.
· To model a consistent and effective approach to positive behaviour management.
· To help raise standards by delivering interventions and monitoring impact.
· To support with pupil reviews, inductions, baseline assessments, one page profiles and Individual Education Plans to promote timely and effective targeted teaching and intervention.
· To deliver and contribute to mentoring, pastoral development and enrichment, under the direction of the Head Teacher.
·    Liaise closely with the Local Authority Out of Schools Settings Officer, mainstream schools, external agencies and families to support student welfare and positive progression.
·   Contribute to a whole-school culture of safeguarding, inclusion, and trauma-informed practice.
Requirements of the Post
· All staff are responsible to their line manager and designated member of SLT for supporting the general good order of the provision, and pro-actively supporting the implementation of all policies. 

· All staff are expected to have a clear understanding of the aims, objectives and ethos of Birkbeck and the Hawkswood Group. They will adhere to the ethos of the school and actively promote the vision and aims of the school. 

· It is essential that the academic and pastoral frameworks are seen as inter-related.
· The post holder needs to develop effective working relationships with all stakeholders and establish productive working relationships with pupils. 
· They will act as a role model, setting an example of integrity, professionalism and high expectations.
Major Tasks, Duties and Responsibilities
Safeguarding:
· Be fully aware of current safeguarding legislation and policies affecting practice.
· Attend and contribute to statutory meetings including CIN, CP, Core Groups, and professionals’ meetings, as needed.

· Provide 1:1 mentoring and pastoral support for students with the highest level of safeguarding concern.
· Contribute to safeguarding and multi-agency meetings by reporting on progress, concerns and updates.
· Maintain regular contact with families and co-ordination with social workers and key agencies.
· Facilitate or coordinate access to therapeutic interventions, external mentoring, or targeted support packages.
· Manage appropriate support and response in relation to safeguarding disclosures from pupils in line with latest Safeguarding guidance.

· Monitor and report back on pupil attendance, working closely with the EWO and the Senior Leadership team. 

· To liaise directly with Police and Children’s Social Care under the direction of the Head Teacher, if needed.

· To operate within agreed legal, ethical and professional boundaries when working with children and young people and those involved with them.

Working with pupils:

· To contribute to specific interventions to encourage positive engagement, positive progression and good attendance.
· To contribute to the identification of barriers to learning for individual children and young people, planning for how these needs will be addressed and providing pupils with a range of strategies for coping and overcoming them.
· Successfully manage a pupil caseload and facilitate pupil progress and development through mentoring and behaviour intervention strategies.
· To positively work with the Senior Leadership Team and wider staff team, in agreeing time framed targets and strategies, based on a comprehensive assessment of pupil strengths and needs.
· To review the effectiveness and impact of behaviour management strategies and report back to SLT.
· Be responsive and proactive in all interactions with pupils, monitor and track their progress, both social and academic, individually and in groups.
· To maintain records of pupil review meetings and present written reports with impact outcomes.
· To support pupils’ successful transfer and transition in learning and development contexts. Where appropriate, assist in the reintegration of pupils returning to mainstream schools or moving to their next educational pathway. 
· To support our own team and partner schools through training, where appropriate, in developing systems to support behaviour management.
· To establish effective working relationships with pupils, acting as a role model, setting high expectations for behaviour and being a visible presence.
· To support the delivering of therapeutic interventions
· To be proactive and positive in leading supervision of pupils at break and lunch time.
· To manage challenging behaviour of individual pupils, aiming to defuse and de-escalate difficult situations.
· To promote the inclusion and acceptance of all pupils.
· To promote and maintain high standards of behaviour through engaging learning, effective use of praise, and reference to school expectations.
· Develop and deliver mentoring programmes as part of the wider curriculum, in consultation with the Head Teacher. 
Multi-agency and partnerships:

· To act as a single point of contact for accessing specialist support and to build up a detailed knowledge of a range of activities, courses, opportunities, organisations and individuals to provide extra support to pupils.
· To negotiate, establish and maintain effective working partnership with other agencies and individuals, promoting the sharing of good practice between individuals/partnerships to enhance provision, to address needs and help remove barriers for pupils.
· To organise pupil review meetings, and attend network meetings as required. 
· To facilitate the sharing of information between local agencies, schools and authorities. Ensure effective exchange of written records and information at times of pupil transfer into/out of the PRU.
· To work closely with the local community and take an active role in co-ordinating and supporting the work of any voluntary mentors working with pupils both in and out of school, so that all efforts meet the needs of the young person in a focused and integrated way.
Supporting Birkbeck PRU & the Hawkswood Group:

· Be a pro-active and solution focused member of the team. Someone who will enrich and build so that all can achieve together within a positive culture. 
· Contribute to the overall ethos and aims of the PRU, modelling a can-do approach.

· Contribute to specific interventions to encourage re-engagement, taking a lead in attendance and punctuality interventions, and in the development and implementation of behaviour management strategies.
· To meet regularly with the designated line manager to report on progress of identified pupils.
· Ability to sustain a consistently flexible approach, to do what is needed and be a team player supporting, enabling others to thrive. 
· To liaise closely with the staff team to ensure that everyone understands and supports the strategies being used to develop the pupils’ skills for learning and learning behaviours.
· To work within and encourage the school’s Equal Opportunity Policy and contribute to diversity policies and programmes.
· Support the implementation of the delivery of the curriculum, evaluating and adjusting lessons/work plans as appropriate.

· To identify and introduce new and innovative approaches to positive behaviour.
· Accompany staff and pupils to offsite activities where and when required.
· To follow policy and procedures for following up safeguarding concerns, using appropriate channels of communication to outside agencies.
· To operate within agreed legal, ethical and professional boundaries when working with children, young people and those involved with them.
· To manage the implementation of intervention programmes of activities to address behavioural, social and emotional needs of individuals and small groups.
· To work within the Hawkswood Group’s behaviour policy to anticipate and manage behaviour constructively, promoting regulation and independence.
· To comply with and assist with the development of policies and procedures relating to child protection, behaviour, health, safety and security, confidentiality and data protection, reporting concerns to the Head Teacher or line manager.
· To work collaboratively to participate in learning and CPD across the provision and within the borough.
· Participate in staff meetings, Hawkswood/local/national focus groups relating to the curriculum, administration, well-being, behaviour and general organisation of the school.  

· Willingness to work across Hawkswood and support other provisions when reasonably requested. Demonstrate an attitude of collaboration and group support and be part of our vibrant learning community.

Support for Parent/Carers and Schools:

· To  conduct baseline induction assessments with pupils, ensuring all relevant information is collated and shared with relevant staff, both internally and with the referring school as required.
· To establish constructive relationships with parent/carers and schools, exchanging information to facilitate their support, ensuring the placement is effective and provide feedback as required. 

· Regularly liaising and meeting with parents/carers and schools regarding progress updates for all pupils.

· To develop and maintain positive and appropriate contact with parents/carers of pupils who have identified needs and to keep them informed about the pupil’s needs and progress and to secure positive support for the pupil.
Reporting:

· Report to all stakeholders on the impact of intervention programmes to address the academic, behavioural, social and emotional needs of individuals and small groups.
· To provide feedback to pupils in relation to behaviour, both positive and negative.
· To manage accurate feedback and reports, on pupil behaviour, positive and negative, ensuring the availability of appropriate evidence.
· To contribute to Individual Education Plans (IEPs), Risk Assessments and Safety Plans.
· To contribute towards the completion of EHC needs assessment referrals.
· To complete and implement positive handling plans and individual behaviour plans.
· To develop, review and report on programmes to be delivered by staff for individuals and small groups of students on social skills and anger management. 

· To address all bullying issues, record and report them as required.
· To record progress and achievement in lessons/activities systematically, providing evidence of progress.
Other requirements:
· Post holder must have an up-to-date Enhanced DBS Disclosure.
· To positively participate in training and performance management as required.
· Excellent interpersonal and communication skills.
· The skills to enable, nurture and build positivity and resilience in each individual. 
· Participate positively in training, meetings, staff development as required.
· Post holder may be required to support SLT with induction, training and mentoring of student social workers and new support staff post holders.
· Ability to use a variety of sources and methods of communication and to obtain information, including information technology.
· To have outstanding time management and an ability to prioritise when working under pressure.
· To undertake other duties, appropriate to the post which are reasonably assigned by members of Senior Leadership Team.

Equal Opportunities 

· Promote equal opportunities within the school and to seek to ensure the implementation of the Local Authority’s and the PRU’s Equal Opportunities Policy.

· A personal and professional commitment to promote quality, equality and community cohesion within the Hawkswood Group and contribute significantly to the provision of its services.
The above mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other duties as required.

ADDITIONAL INFORMATION - Special Conditions: 
This position has been identified as a politically restricted post under the Local Government and Housing Act 1989. Therefore you will be restricted from political activity. In some cases it is possible to gain exemption for this provision. 

This position is exempt under the Rehabilitation of Offenders Act 1974.  This means you will have access to vulnerable groups such as young people, the elderly and pupils. Any offer of appointment will be subject to a satisfactory Enhanced/Standard Disclosure from the Criminal Records Bureau. Having an ‘unspent’ conviction will not necessarily bar you from employment. This will depend on the circumstances and background to your offences(s).

The Hawkswood Group expects all staff to sign an annual self-declaration regarding any update information that would be relevant to a DBS; issues relating to any active investigation or potential criminal charges. Safeguarding is an operational culture that is essential at every point within the organisation.

The Hawkswood Group expects all its employees to have a full commitment to our Equal Opportunities Policy and acceptance of personal responsibility for its practical application. All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated in the service of Hawkswood and the Local Authority. 

[image: image2.png]



PERSON SPECIFICATION

Learning Mentor and Life Coach
	EDUCATION AND EXPERIENCE:
	Essential 
	Desirable

	A minimum of three years’ experience of effectively working with children and young people, including one year’s experience in an educational setting.
	√
	

	GCSE Maths/English (9-4) or equivalent and/or educated to NVQ level 3 or equivalent qualification in a relevant discipline.  

	√
	

	Training in relevant learning strategies e.g. literacy/numeracy
	
	√

	Specialist skills/training in curriculum or learning area e.g. bi-lingual, Attendance, Mental Health or SEN
	
	√

	Evidence of being a positive member of a team and enabling others to succeed.
	√
	

	Evidence of maintaining positive relationships with diverse groups and individuals.
	√
	

	Appropriate first aid training
	
	√

	Appropriate Team Teach or equivalent training

	
	√


	SKILLS, KNOWLEDGE AND ABILITIES

	Essential
	Desirable

	Use ICT effectively to support learning, write clear reports including analysis of data.
	√
	

	Full working knowledge of relevant polices/codes of practice/legislation 
	
	√

	Working knowledge and experience of implementing national/foundation stage curriculum and other relevant learning programmes/strategies
	
	√

	Good understanding of child development and learning processes
	√
	

	Ability to work with pupils who have challenging behaviour, understanding issues related to poor behaviour, under achievement and the barriers to learning that some pupils face.
	√
	

	Excellent organisational skill, ability to act on own initiative, manage caseloads and meet deadlines.
	√
	

	Ability to positively support colleagues, work constructively as part of a team, independently understand classroom roles and responsibilities and their own position within these.
	√
	

	Excellent interpersonal and communication skills both in working relationships with pupils and in forming effective relationships with a wide range of professionals.

	√
	

	Work constructively as part of a team, understanding classroom roles and responsibilities and your own position within these.

	√
	

	Commitment to the implementation of the Hawkswood Group’s equal opportunities policy
	√
	

	Willingness to undertake additional training/staff development as appropriate

	√
	

	Constantly improve own practice/knowledge through self-evaluation and reflection on own learning needs, learning from others and actively seek learning opportunities. 
	√
	

	A commitment to providing a responsive and supportive service and a willingness to constantly seek ways of improving the service.

	√
	

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

	√
	

	Ability to develop a school programmes and individual lessons for learning mentor work and to collaborate with colleagues in developing an effective pupil support programme.

	√
	

	Ability to facilitate multi-agency working. 

	√
	

	Ability to establish actions and personal learning goals for vulnerable pupils including those at risk of exclusion.

	√
	

	Display commitment to the protection and safeguarding of children and young people.
	√
	

	PERSONAL ATTRIBUTES
	Essential 
	Desirable

	Excellent oral and written communication skills
	√
	

	Excellent team player, enthusiastic and willing to learn
	√
	

	A commitment to on-going personal development and willingness to undertake appropriate training and learn
	√
	

	Excellent punctuality and attendance.
	√
	

	High level of resilience and determination, remaining calm when and organised approach to work including times when under pressure.  
	√
	

	Ability to deal sensitively with people, resolve conflicts and remaining calm under pressure
	√
	

	Commitment to the highest standards of behaviour, learning and progress for our pupils; promoting Hawkswood impact measures of safeguarding, academic achievement and emotional wellbeing.
	√
	

	OTHER JOB SPECIFIC REQUIREMENTS
	Essential
	Desirable

	Commitment to the Council's Equal Opportunities Policy and acceptance of responsibility for its practical applications
	√
	

	Commitment to the Hawkswood Group’s vision, values and ethos and direction. 
	√
	

	Commitment to the Hawkswood Group’s equal opportunities policy and acceptance of responsibility for its practical application
	√
	

	A personal and professional commitment to promote quality, equality and community cohesion within the service and in the provision of services.
	√
	

	An ability to model the behaviours that reflect the Hawkswood Group’s values and beliefs. 
	√
	


Learning Mentor & Life Coach 


