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Wellington Academy Job Description
Job Title:  Cover Supervisor 
Accountable to:  Lead Cover Supervisor 
Main Job Purpose: To supervise the learning of whole classes during the short term absence of the class teacher as they undertake work set by the teacher; to invigilate tests and examinations and to accompany staff and pupils on educational visits.
Main Duties

· Supervise the work of whole classes set by their class/subject teacher, in accordance with Academy policy.  Keeping a log of classes covered.

· Manage the behaviour of students to ensure a constructive learning environment.

· Assist students in completing the work set by answering questions and taking an active interest in the work set.

· Deal with any immediate problems or emergencies according to the school’s policies and procedures.

· Where appropriate, collect completed work at the end of the lesson and return it to the teacher/ Head of Curriculum.

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

· Support other activities relating to the supervision of pupils, e.g. general supervision during school breaks, attendance on school trips and educational visits, mentoring and becoming a temporary tutor.

· Other administration work which may be required from time to time, as approved by the line manager or SLT, during periods when there is no cover requirement or after school hours.

Supervision and Management
· The job holder has no regular supervisory responsibility for staff but assists in work familiarisation of peers and new recruits.
Key Contacts and Relationships

· The jobholder is supervised by a more senior member of the support staff has extensive contact with students, which involves motivating and imparting skills and knowledge.  Information is exchanged with Teachers and other Academy staff, such as Heads of House.
Knowledge and Skills
· The role demands that the jobholder has the ability to undertake a range of involved tasks involving the application of rules, procedures and techniques. The jobholder will need to be educated to degree level.

· A good standard of education is required, particularly in English and Mathematics.  The jobholder should have knowledge of Child Protection issues.
Training and Development of Self and Others

· Set personal targets and take responsibility for your own continuous professional development 

· Be proactive in identifying training needs ensuring that they are appropriately met, and that other staff members are active in their own personal CPD. 

General Requirements 
All academy staff are expected to:

· Work towards and support the Academy vision and the current Academy objectives outlined in the Academy Development Plan
· Contribute to the Academy’s programme of extra-curricular activities
· Support and contribute to the Academy’s responsibility for safeguarding students
· Work within the Academy’s health and safety policy to ensure a safe working environment for staff, students and visitors
· Work within the Academy’s Diversity Policy to promote equality of opportunity for all students and staff, both current and prospective
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relationships with students, parents and colleagues
· Engage actively in the performance review process
· Adhere to policies as set out in the Governing Body Regulations and staff handbook
· Undertake other reasonable duties related to the job purpose required from time to time
This job description should be seen as enabling rather than restrictive and will be subject to regular review.

All Academy staff are expected to uphold the Staff Charter.

Signed:  …………………………………….……………….
Date: ……………………………………

Job Holder

Print Name: ……………………………………………….
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