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JOB DESCRIPTION 
 

 
NAME:   
 
POST: Learning Mentor   
 
GRADE:         5 SCP 10 - 15 
 
 
RELATIONSHIPS:   
The post holder is accountable to the Principal in all matters relating to this post.  All 
staff are ultimately responsible to the Chief Executive Officer (CEO).  The post holder 
will work closely with team members and support the team when necessary. 
 
 
PURPOSE:  
To provide a supportive service to Teachers and other staff that addresses the 
needs of children in order to achieve their full potential. To support learning through 
planned and differentiated activities to overcome barriers to learning. 
 
 
MAIN DUTIES & RESPONSIBILITIES:  
• To work with selected pupils out of the classroom situation typically individually 

or in small groups to help them overcome barriers to learning, raising standards 
of achievement and improving attendance and behaviour.  

• To undertake learning activities with pupils of varying abilities, preparing and 
adapting resources to ensure differentiation and access to the curriculum. 

• To confirm, with the Teacher, objectives and support required for literacy and 
numeracy development.  
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• To return completed work and resources to the appropriate teacher with 
comments on any learning issues arising and progress made.  

• To observe and manage the behaviour of pupils whilst they are undertaking 
work to ensure a constructive learning environment diffusing possible conflict 
situations by encouraging and reinforcing positive behaviour and interaction 
between pupils. To deal with any immediate problems or emergencies 
according to the Academy’s policies and procedures.  

• To develop and deliver practical education and life skills lessons.  
• To check the availability and location of safety equipment and ensure safety in 

the learning environment.  
• To undertake administrative data management duties in collating and 

providing information as required and in accordance with Data Protection; 
working with the teacher in contributing to pupil records and implementing 
agreed procedures for maintaining accurate, legible records. 

• To establish and maintain good, productive working relationships with individual 
pupils and groups to learning activities. Encouraging independence and 
responsibility for behaviour, demonstrating respect through all interactions with 
pupils and other adults.  

• To direct TAs as appropriate. 
• To respond to pupils appropriately, encouraging them and keeping them on 

task. To manage own behaviour in response to pupil actions, to provide a good 
role model for pupils.  

• To provide comfort and immediate care for minor accidents, upsets and 
ailments.  

• To organise, escort and supervise pupils outside of Academy activities.  
• To log referrals for action by the Principal and to use judgement and initiative to 

take any immediate action; eg to remove a pupil from an activity and redeploy 
a TA to deal with an issue that requires immediate attention.  

• To log incident forms on a daily basis and make judgements on any significant 
incidents that need to be brought to the attention of the Principal or any other 
parties for further action.  

• To draft letters to be sent home as appropriate in accordance with the 
Academy’s behaviour policy.  

• To provide objective and accurate feedback and reports to other staff on 
learning mentor intervention as required.  

• To secure positive family support and involvement through regular contact 
including face to face meetings to provide constructive feedback on progress 
and achievement.  
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• Be aware of and appreciate a range of activities, courses, organisations and 
individuals to provide support for pupils to broaden and enrich their learning.  

• To plan and deliver timetabled lessons in accordance with timetable 
requirements including the preparation of appropriate resources to support the 
range of learning needs within the group.   

• To deliver cover lessons in the event of teacher absence in accordance with 
daily requirements, on occasions preparing and delivering resources for cover 
lessons or using resources pre-prepared by the absent staff member. 

 
GENERAL: 
• To promote and support AE’s culture of “Together we are Courageous, 

Innovative & Excellent” and encourage staff and pupils to follow this example.  
• To promote and safeguard the welfare of children in your care or that you come 

into contact with in accordance with the Trust Child Protection and 
Safeguarding Policy. 

• To comply with, promote and act in accordance with all Trust and Academy 
policies. 

• To be responsible for complying with data protection legislation and 
expectations for confidentiality. Any issues or breaches to be reported to the 
Trust HR Director at the earliest opportunity. 

• To be responsible for complying with health & safety legislation and guidance.  
Any issues or breaches to be reported to the Trust Estates Director immediately. 

• To maintain consistent working relationship with colleagues, supporting them in 
line with your role and responsibilities. 

• To keep colleagues informed about aspects of your work and schedule which 
may affect the support you can give them. 

• To develop your effectiveness by up-dating your knowledge and skills, seeking 
and taking account of constructive feedback on your performance, making 
effective use of the development opportunities made available to you.  

• To identify and agree personal development objectives with your line manager. 
• To be courteous to colleagues and provide a welcoming environment to visitors.  
 
 
ADDITIONAL INFORMATION 
Throughout the Trust it is our practice to vary the specific responsibilities in line with 
the needs of the Trust. This will be carried out in consultation with the post holder.   
 
This is an outline job description only and the post holder will be expected to 
comply with any reasonable request from a manager to undertake commensurate 
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work of a similar level, or any lesser duties, that are not specified in this Job 
Description.  
 
The aim of the job description is to indicate the general purpose and level of 
responsibility of the post. Please be aware that duties may vary from time to time 
without changing their character or general level of responsibility. Duties may be 
subject to periodic review by the Chief Executive Officer or nominated 
representative (in consultation with the post holder) to reflect the changing needs 
of the Trust. 
 
 
Signed: …………………………………………..   Date: …………………………………… 
 Post Holder 
 
 
One copy to be retained by member of staff and one kept on the employee’s file.  
 

 
Authentic Education Group is committed to safeguarding and promoting the 

welfare of children.  Rigorous checks will be made of the successful applicant’s 
background credentials, including enhanced DBS checks and an online search. 

This post is exempt from the Rehabilitation of Offenders Act 1974. 
 
  

Together we are Courageous, Innovative & Excellent  
 

 
 


