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Crofton Academy - Person Specification

Inclusion Mentor
	
	Essential
	Desirable

	Qualifications
	· Studied to a minimum standard of GCSE (or equivalent), with 4+ in English and Maths, or relevant experience. 

	· ELSA trained or willing to work towards.
· Safeguarding/Child Protection Training


	Experience
	· Experience of working with children or young people.
· Administration Experience


	· Previous experience of working within a Secondary School setting. 
· Experience of dealing with individuals who have special educational needs or challenging behaviour. 


	Skills & Knowledge
	· Knowledge of how to keep children safe in education. 

· The ability to relate well to children and adults. 

· Excellent IT skills. 
· Able to work with minimal supervision and manage own workload. 
· Excellent communication skills (both written and verbal. 
· Ability to deal with difficult situations and find appropriate solutions. 
· Ability to accurately maintain records. 
· Able to work with a diverse range of individuals.
  
	· Appropriate knowledge of First Aid. 

· The use of restorative practice techniques. 



	Professional Development
	· Ability to identify own training and development needs. 
· Able to evidence commitment to professional development.

	

	Beliefs, Values and Personal Qualities 
	· Enthusiasm, motivation, drive and energy.

· Planned and organised approach to workload. 
· Ability to keep calm in difficult situations. 

· Approachable with the ability to engage, motivate and relate to young people.
· Positive “can do” attitude with excellent interpersonal skills. 
· Excellent role model for young people.
· Committed to providing the best for all pupils at the Academy/Trust. 


	· Willingness to support and contribute to whole school events in and out of school time.




Job Description – Inclusion Mentor 
	RESPONSIBLE TO 
	Assistant Headteacher – Behaviour & Attitudes/SENDCo


Job Purpose: To work alongside the Assistant Headteacher – Behaviour & Attitudes, SENCO and Year Leader Team to overcome pupil barriers to learning using a range of techniques to focus on the academic, social and emotional wellbeing of pupils requiring additional support. 
Main Areas of Responsibility
· To support and maintain high standards of behaviour and wellbeing of pupils across the Academy. 

· To provide support and guidance for pupils and their parents, who may need particular help at various stages of their school journey. 

· To follow the Academy Behaviour Policy, ensuring consistency in approach and sanctions, and raising any problems to the Year Leader, SENDCo or Senior Leadership Team. 
· To assist within Connect and IE, where required, in providing a high quality and effective support to the department under the direction of the Assistant Headteacher – Behaviour & Attitudes. 
· Provide meaningful and appropriate work for those pupils that are removed from lessons (if work from the teacher is not available). Encouraging and motivating pupils to ensure that all work is completed to a high standard.

· If required, assist pupils in the completion of work, ensuring that they are on task at all times.

· Maintain records of work completed and ensure the prompt return to the class teacher.
· To work with pupils returning to school following absence, suspension or exclusion to support their reintegration. 

· To work with pupils new to the academy, including administration of base line assessments to enable subject leaders to accurately set pupils. 

· Mentor pupils to assist them in improving their behaviour/wellbeing both in and out of academy. 
Supporting Pupils

· Identify individual needs with assistance from teaching staff and Year Leaders.
· Participate in assessment of pupils to determine those in need of particular help.

· Support provision for pupils with special or additional needs.
· Establish productive working relationships and rapport with assigned pupils, leading to successful behavioural and learning outcomes.

· Develop positive pupil relationships, giving emotional support and acting as coach, trainer, developer and motivator using strategies which:

· Develop organisational skills,

· Develop independent and collaborative working,

· Provide strategies on how to improve behaviour. 
· Build confidence through participation in activities.
· Encourage pupils to make a positive contribution to school and community.

· Constantly challenge pupils to remain motivated and focused and reinforce self-esteem.
· Monitor and control behaviour, reporting where necessary through academy procedures.

· Act as a role model to pupils and staff and be available to them where possible. 
· To support pupils in improvement and maintenance of motivation and effort, punctuality and attendance, relationships, time management, and homework. 
Liason
· Liaise with the Assistant Headteacher, Year Leaders, and SENDCo to best support pupils. 
· Liaise with teaching staff to identify a range of strategies to assist those pupils who continue on a regular basis to require time in Inclusion Room. 

· Monitor work output from pupils requiring Inclusion support to ensure work is being completed to the required standard.

· Regularly communicate with relevant staff any developments, improvements in performance and successful strategies for pupils allocated that might prove useful. 
· Compile half-termly reports detailing Inclusion data to SLT, enabling analysis and highlighting of any trends. 

· Promptly report any safeguarding concerns to the safeguarding team, following the academy Safeguarding Procedure.
Pupil Behaviour
· Support colleagues in managing behaviour issues, as appropriate.

· Support in the arrangement of appropriate sanctions.

· Ensure all pupils are appropriately safeguarded.
Administration

· To assist in the updating of computerised pupil info systems.

· General administration duties as required in the day to day running of Inclusion. 
· To assist in other duties in support of activities in school. 

Connect/IE Support
· Provide pastoral support to pupils within these facilities where necessary, when the use of the Inclusion Room is not required.
Professional Standards and Development

· Be a role model to pupils through personal presentation and professional conduct.
· Support all the Academy’s policies on Literacy, Numeracy and ICT.

· Establish effective working relationships with professional colleagues.

· Be involved in extra-curricular activities such as contributing to after-school clubs and visits.

· Liaise effectively with parent/carers and with other agencies with responsibility for pupils’ education and welfare.

Health and Safety

· Where appropriate, undergo Basic First Aid training and update courses.

· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.

· Co-operate with the employer on all issues to do with Health, Safety & Welfare.

· Support the academy’s implementation of all current statutory requirements, e.g. Disability Discrimination Act, Access to Work, Equal Opportunities and Child Protection.
Relationship with Parents/Carers, Colleagues and the Wider Community

· To maintain positive relationships with parents and carers, calling parents/carers as deemed necessary regarding pupils attendance, behaviour concerns or for praise of attitude/work.

· To establish effective working relationships with colleagues and other professionals.

Data Protection and Safeguarding
· To work as part of the academy safeguarding team and deal with safeguarding issues in line with Academy policy and procedures, in conjunction with the Designated Safeguarding Lead. 
· To work and process personal and sensitive information in accordance with the Data Protection Act 2018 including the General Data Protection Regulations (GDPR) 2018.

· To ensure that you are kept updated with the requirements of Keeping Children Safe in Education and have responsibility for promoting and safeguarding the welfare of children and pupils.

Continuing Professional Development

· Keep up-to-date and informed on changes to legislation, and roles and responsibilities.

· In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments in mentoring which may lead to improvements in teaching and learning.

· Undertake any necessary professional development as identified in the Academy Development Plan, and multi-agency requirements, taking full advantage of any relevant training and development available.

· Maintain a professional portfolio of evidence to support the Performance Management process - evaluating and improving own practice.
General Academy Responsibilities  
· 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.

· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person.

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop ensuring equal opportunities for all.
· Assisting with pupil examinations under the direction of the Senior Leadership Team.

· Participate in team/departmental meetings where required.

· Participate in training and other learning activities as required.
· Supervise pupils on visits, trips and out of school activities as required.
· Strive to improve overall attendance across the Academy. 
· Contribute to and uphold the vision and ethos of Crofton Academy and the Trust.

· Promote team work within the team, working in partnership to ensure effective working relations.

· Treat all users of the Academy with courtesy and consideration.

· Be aware and comply with all Academy/Trust Policies at all times. 
· Any other duties commensurate with the grade of this post as directed by the Academy.
The postholder must at all times carry out their responsibilities within the spirit of Academy/Trust policies and within the framework of the Education Act.

Candidates must also be willing to undertake and other responsibilities in line with their grade as requested by the academy.
