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Job Description
	Post Title:
	COVER SUPERVISOR

	To supervise students and work when a teacher is absent.

	

	Responsible to:  
	Cover Manager


	Liaising with:
	Teaching staff, non-teaching staff, SLT, students, Governors and other stakeholders, external suppliers and agencies.

	Working Time:
	32.5 hours per week, 39 weeks per year

	Salary/Grade
	£25,185 pro rata

	Disclosure Level:
	Enhanced

	
	

	1.
	Job Purpose:
· To supervise whole classes during the short term absence of teachers

· To provide specialist support in a specific curriculum area, including the preparation and organization of resources and support to teaching staff and students when cover is not required

· To provide cover for form tutors when required
· To provide support and interventions to students to impact positively on progress and outcomes

· To provide invigilation of public examinations and the Academy’s programme of internal examinations, under the direction of the Examinations Manager.

	2.
	Main duties and responsibilities:
· To supervise whole classes in the absence of a teacher, maintaining the Academy’s respect for Learning Policy and keeping students on task

· To respond to questions from students and provide general assistance to assist them in completing set tasks

· To implement agreed learning activities and teaching and learning plans, including practical lessons, adjusting activities according to student need

· To recognize the needs and provide particular support for students, including those with special educational needs, to ensure their safety and well-being and their access to learning activities

· To promote the inclusion and acceptance of all students within the classroom

· To manage the behaviour of students whilst they are working to ensure a calm and purposeful learning environment

· To promote the values and ethos of the school

· To deal promptly and affectively with any problems or emergencies, or student behavioural issues, in line with the school’s policy and procedures

· To complete and submit all relevant reports in connection with the school’s Respect for Learning policy

· To encourage students to take responsibility for their own learning and behaviour

· To encourage students to work co-operatively with others

· To complete electronic registers for registrations and every class

· To collect completed after work after the lesson and return it to the appropriate teacher

· To use the school’s reward system where appropriate

· To act as a role model for students, setting high expectations and promoting high self-esteem and independence

· To support the use of appropriate ICT in learning activities

· To work, as directed, with individuals or small groups of students when not covering whole classes

· To contribute, as directed, to the planning and resourcing of lessons in specific subject areas when not covering whole classes.

	 3.
	Management of People
None


	4.
	Contacts and relationships

The post holder will have daily contact with the cover and teaching teams, SLT, students, parents, external agencies and staff and other stakeholders.

	5.
	Decisions, Creativity and Innovation

Innovation may enable the post holder to develop more efficient and effective systems to enhance the school’s processes and procedures

	7.
	Work Environment

· School based, but occasional attendance at external meetings may be required

· Tasks may be interchanged, but overall programme should not be interrupted

· Work normally performed in a heated, ventilated well lit environment

· The postholder may have some exposure to abuse/aggression from students, parents or carers.

The postholder will be expected to be flexible in undertaking duties and responsibilities attached to the post and to undertake any reasonable task requested.  There will be occasions where, through negotiation, the working day will need to be extended in order to accommodate evening meetings or events.




	The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties from time-to-time within the general scope of the post.  There will be occasions where the working day will need to be extended or evening meetings will need to be attended.
All school staff have a responsibility to safeguard and promote the welfare of children and young people within the school.  


