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                                                       JOB DESCRIPTION
	Job Title
	Cover Supervisor

	Grade
	Scale 5

	Department
	Learning Support 

	Location
	Sandringham & Longbridge Campus

	Line Manager
	HR and Payroll Manager

	Line Management of
	n/a


Purpose of the role
To work under the guidance of teaching staff and within an agreed system of supervision, to deliver cover lessons in the classroom including the supervision of whole classes during the short term and long term absence of teachers. Classes will include a wide range of subjects and student numbers can vary between 15 to 30.
The following indicate some of the principal tasks and responsibilities:

Teaching Supervision
· Undertake sole responsibility for classes of up to 30 students.
· Arrive where possible (P1, P3, P5) before students to class, set up projector, resources, log on to register.

· Apply school’s start in 5 and finish in 4 framework.
· Explain the work that has been set and instruct the students to ensure the work is completed.

· Respond to any questions from pupils about process and procedures and offer explanations of lesson content to enhance the learning experience.

· Collect completed work after the lesson and return to the appropriate teacher.

· Provide feedback to the appropriate teacher on the cover lesson e.g. how the lesson went with the cover work that was set, were the resources appropriate, any problems that occurred. 

· Supervise classes that have a range of abilities, adjusting cover work to suit the needs of the students.

· Undertake planned supervision of pupils learning activities.

· Supervise pupils on visits, trips and out of school activities as required.
· Supervise students in the Isolation Unit and the Library, working with students to complete the work set for them.

· Mentor students when necessary.

· Establish productive working relationships with pupils, acting as a role model and setting high expectations.

· Promote the inclusion and acceptance of all pupils within the classroom.

· Encourage pupils to interact and work co-operatively with others and engage all pupils in activities.

· Contribute to reviews of systems/ records as requested.

· Participate in Cover Supervisor CPD Review Framework.
· Travel between Longbridge Campus and Sandringham Campus as and when required.

Behaviour Management
· Manage the behaviour of students to ensure a constructive environment in line with The BA Way.
· Deal with any immediate problems or emergencies according to the school’s policies and procedures, liaising with on call staff on a regular basis.

· Complete registers and events on SIMS and liaise with teaching staff regarding pupil incidents.

· Report back as appropriate using the school’s agreed referral procedures on the behaviour of pupils during the class, and any issues arising.

· Undertake the correct physical restraint of students where necessary.
· Participate in student behavioural training workshops and extended staff meetings/training as and when required.
Administration
· Undertake filing and other administrative duties for agreed subject specialist attachment and general whole school admin duties.
· Complete Cover Supervisor tracking sheet (spread sheet) demonstrating admin duties  (as above) completed during free periods
· Invigilate exams and supervise students during examination periods.

The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other appropriate duties as may be required by the Head Teacher within the grading level of the post and the competence of the post holder.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

	Employees Signature


	
	Date
	

	Line Managers Job Title


	
	Date
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                                                          PERSON SPECIFICATION

	Knowledge & Skills


	Criteria
	Essential

Essential
	Desirable

Desirable
	Assessment Method

Application A
Interview I
Task T

	
	
	
	
	A
	I
	T

	
	Become familiar with the full range of school policies including student behaviour, health and safety, equal opportunities and special educational needs.
	√
	
	
	√
	

	
	Have the necessary skills to manage safely classroom activities, e.g presence, authority, ability to provide clear instructions, responsive, positive body language, ability to interact with students
	√
	
	√
	√
	√

	
	Have excellent communication skills and inter-personal skills.
	√
	
	√
	√
	√

	
	Ability to use Microsoft office and  develop SIMS skills
	√
	
	√
	
	

	
	Have excellent organisational skills.
	√
	
	
	√
	√

	
	Ability prioritise in a fast paced environment.
	√
	
	
	√
	√

	
	Ability to work under pressure (resilience) and remain calm.
	√
	
	
	√
	√

	
	Ability to implement a range of learning strategies as set out in the BAS Policy & Procedures e.g The BA Way, Behaviour for Learning Policy & Growth Mindset
	
	√
	
	√
	√

	
	Ability to diffuse/deescalate conflict in the classroom.
	√
	
	
	√
	√

	
	
	
	
	
	
	

	Qualifications
	Good standard of literacy & numeracy at GCSE level or equivalent.
	√
	
	√
	
	

	
	
	
	
	
	
	

	Experience

	Understand and be able to use a range of strategies to deal with classroom behaviour as a whole, and individual behavioural needs.
	√
	
	
	√
	√

	
	Experience delivering cover lessons in a large complex school setting
	
	√
	√
	√
	√

	
	
	
	
	
	
	

	Attitude & Personal Qualities


	Have a caring and positive nature
	√
	
	
	√
	√

	
	Ability to use initiative.
	√
	
	
	√
	√

	
	Ability to work as part of a team and on your own.
	√
	
	
	√
	

	
	Be prompt and reliable.
	√
	
	
	√
	

	
	Ability to learn quickly.
	√
	
	
	√
	

	
	Ability to adapt and respond to a variety of situations.
	√
	
	
	√
	√

	
	Possess a sense of humour, sensitivity, tact and diplomacy.
	√
	
	
	√
	√

	
	Honesty and Integrity.
	√
	
	√
	√
	

	
	Ability to remain professional at all times especially when under pressure.
	√
	
	√
	√
	√

	
	Understanding the need to use discretion and respect confidentiality.
	√
	
	
	√
	

	
	Have a service orientated attitude towards work.
	√
	
	
	√
	√

	
	Ability to foster collaborative working relationships with all staff and pupils.
	√
	
	
	√
	√

	
	Demonstrate a positive can do solution focused attitude at all times.
	√
	
	
	√
	√

	
	Willing to contribute to a stimulating environment to maximise potential and empower staff and pupils.
	√
	
	
	√
	√

	
	Engender a sense of belonging, and pride in the school, yourself and the wider community.
	√
	
	
	√
	

	
	Commitment to safeguarding and promoting the welfare of children and young people
	√
	
	√
	
	

	
	Motivation to work with children and young people.
	√
	
	
	√
	

	
	Understanding of the requirements of data protection and disclosure of information.
	√
	
	√
	√
	

	
	Ability to demonstrate an awareness of equality and diversity and to promote these through working practices.
	√
	
	√
	√
	

	
	Ability to work flexibly and outside of normal school hours.
	
	√
	√
	√
	

	
	Current driving licence and car for travel and transport between Sandringham & Longbridge Campus.
	
	√
	√
	
	


Barking Abbey is committed to safeguarding and promoting the welfare of children and is an Equal Opportunities Employer.

This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process, including a Disclosure & Barring check, will be undertaken on all successful applicants.
4

