St Paul & St Timothy’s Catholic Infant School

JOB DESCRIPTION
Learning Mentor and attendance officer:
Scale: PASS 7 point 21- 25 Part Time 19.5 hrs per week (3 days) Term time only plus training days
Report to: Designated Attendance and Safeguarding Lead
Job Description

The Learning Mentor and Attendance Officer will provide a complementary service to teachers and
other staff, addressing the needs of children who require assistance in overcoming barriers to
learning in order to achieve their full potential, or accessing the curriculum.

The Learning Mentor and Attendance Officer will work with a range of pupils, but give priority to
those who need the most help, especially those experiencing multiple disadvantages including:

¢ Children who are vulnerable
¢ Challenging behaviour

The Learning Mentor and Attendance Officer will be predominantly education based but will have a
wider remit including working with families and the wider community. Working with the Education
Welfare Officer to develop strategies to support families to improve children’s attendance.

The Learning Mentor and Attendance Officer will work with children on a one-to-one basis or in
small or large groups, acting as a:

e Listener;

¢ Facilitator for learning;
e Encourager;

e Motivator;

* Role model.

Core Purpose

e Work with children whose behaviour and disaffection has significant impact upon their attainment
¢ Support the ethos and values of the school

¢ Improve pupil progress and achievement by helping to minimise barriers to learning and maximise
pupil participation
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To devise, implement and evaluate specialized programmes of work to encourage and promote a
pupil’s social emotional and behavioural development.

To work with teaching staff and/or other support staff in devising and implementing individual
learning plans to promote pupils’ academic, social, emotional and behavioural development.

To plan and facilitate structured games and activities, to support pupils to make appropriate use of
unstructured times.

To plan and draw up approaches that could be used to support pupils both individually and within
a group. To train and support identified school staff, by modelling approaches, with a view to staff
feeling confident and able to use the approaches following the withdrawal of Learning Mentor.

To work with individuals & groups both within and outside the class room setting

Undergo training for the creation of nurture groups if required

To be responsible for a nurture room.

To organise and run extracurricular activities during lunch and out of school activities.

Organise lunchtime activities to support pupils who have difficulties at break time.

Help students to manage and resolve conflict by using and teaching them a variety of strategies.

To observe and monitor pupil progress, adapting an agreed approach to meet particular needs,
recording and maintaining records of pupils’ development and progress.

To contribute to the assessment of pupil progress and to produce detailed written reports
outlining pupil progress.

Work effectively and collaboratively with teachers, support staff and external support as required
to ensure effective support provision for all our pupils.

Under the direction of the SENDCO, help to create criteria for identifying those students who need
Learning Mentor support.

Help plan the reintegration of students after extended absence or exclusion.

Outreach to families whose home circumstances appear to present a significant barrier to
successful learning, and work with parents to help the student achieve their targets.

Monitor students progress before, during and after intervention to measure the impact of the
intervention strategy on progress; include student evaluations

Maintain a record of evaluations as evidence of effective practice, support and guidance
Identifying, in association with school staff, pupils who would benefit from mentoring.
Setting up and running circle time sessions and anger management groups where necessary.

Create a directory of resources, activities, organizations and support services which can be drawn
upon by staff/parents to support children identified.



22.

23.

24,

25.

26.

27.

28.

29.

Regularly monitor and reward the achievement of children working with you with whom we are
working

Undertake a range of administrative duties relevant to the post.

Participate as required in relevant training which has been identified by the members of the Senior
Leadership Team. This will include a planned induction period.

Ensure confidentiality is maintained at all times.
Monitor and follow up daily absence
Make home visits as necessary with other members of the Safeguarding Team

Report weekly attendance information to ensure that persistent absence is monitored, shared and
intervention is put in place

Arrange and carry out regular attendance incentives and activities

28. Any other duties relevant to the work of the postholder as requested by the Senior Leadership
Team.

St. Paul & St. Timothy’s Catholic Infant School is committed to safeguarding and promoting the welfare of
children and young people and expects all staff to share this commitment. As part of our due diligence an on
line search will be carried out on short-listed candidates. Appointment to this position will be subject to an
enhanced Disclosure & Barring Service Checks and relevant qualification checks.
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PERSON SPECIFICATION

These qualities will be assessed from the application form submitted and responses made at

interview

JOB TITLE: Learning Mentor and Attendance Officer

CRITERIA

ESSENTIAL

DESIRABLE

QUALIFICATIONS/ TRAINING

Maths and English Level 2 or above

Childcare/ child development
course

Current first aid certificate

SKILLS

Good interpersonal skills and
an ability to relate and
communicate effectively with
children, staff and parents.
Good literacy and numeracy
skills

Good organisational skills
Ability to maintain
confidentiality

Ability to book training for
other staff

Ability to work ina 1:1
relationship & in groups.
Ability to keep neat and
accurate records.

Ability to work flexibly as part
of a team

Ability to show initiative
when appropriate.

Clear, legible handwriting

Basic practical skills e.g. art

Computer keyboard skills

Experience in childhood

therapy techniques.




KNOWLEDGE . excellent standard of J An understanding of potential
spoken and written English. hazards to children both inside and
. Good English outside the classroom and an ability
comprehension . to avoid hazardous situations
Understanding of the whenever possible.
developmental needs of children. ¢ An understanding of issues
* Understanding of the importance affecting children (e.g. bullying,
of play abuse).
¢ Knowledge of a range of
behaviour management strategies &
technique
Knowledge of Safeguarding practices
and procedures. Specifically KCSIE.
Knowledge of current attendance
practices and procedures including
escalating cases to Liverpool City
Council. Fining parents.
EXPERIENCE O Experience of working with Experience of working as a learning

primary age children with
special educational needs.

Experience dealing with
attendance issues and
working with outside agencies
to improve attendance.

Experience of dealing with
safeguarding concerns and
outside agencies

mentor / behaviour support assistant
to support children with challenging
behaviour.

PERSONAL QUALITIES

* Caring, approachable, firm,
understanding, consistent,
assertive and calm.

* Understanding of children’s
needs.

* Understanding and respecting
the need for absolute
confidentiality

* Adaptability and willingness
to assist with other aspects of
school life.

*  Willingness to continue to
learn and develop and train.
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