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	Job Title:    Cover Teacher
	Grade: 
Scale Five

	Department:   
Human Resources Team
	Accountable to:    The Cover Manager


	Contractual Terms:     Permanent, Term-time
	Responsible for:   N/A


	Overall Purpose of the Job:

· Implement lesson plans as provided and directed by the classroom teacher, to help deliver teaching and learning.
· Provide classroom supervision for students where colleagues are absent from duty.
· Ensure, promote and maintain good standards of behaviour and conduct from students in all areas of the Academy and at all times

· Be committed to the safeguarding and promotion of the welfare of young people and to demonstrate this commitment in every aspect of this post.

	Key Outcomes/Activities

Supervision Responsibilities
· Supervise work that has been set in accordance with Academy policy.

· Manage the behaviour of students whilst they are undertaking the pre-set work.

· Respond to any questions from students about process and procedure.

· Deal with any immediate behavioural problems including dealing with incidents in accordance with school policies and strategies.

· Implement strategies to recognise and reward student achievement.

· Where appropriate to undertake the marking of students’ work before returning it to the absent colleague.

· Undertake isolation cover as required, supervising students, issuing and overseeing of appropriate, set tasks stored in the Academy’s isolation unit.

· Undertake administrative duties including administering course work and producing worksheets for agreed activities.

· Assist with the supervision of students outside of lesson times, including before and after Academy set teaching periods and at lunchtimes. These duties shall be undertaken within the jobholder’s contractual hours.

· Participate in Academy visits, assisting with activities as required.
Teaching and Learning Responsibilities
· Ensure a purposeful and constructive environment in which students can complete their work which has been set.

· Encourage students to complete the work set and to complete records for absent colleagues regarding this work.

· Plan, prepare and utilise a suitable bank of resources, using current Academy resources, to use as required when lesson plans have not been provided in liaison with Curriculum Leaders.

· Collect any completed work after the lesson and to return it to the appropriate colleague.

· Provide feedback to Heads of Year/teacher/mentors/students, and report as appropriate on the behaviour of students during lessons and on any other relevant issues which may have arisen

· Where appropriate, and as directed, to prepare the classroom for lessons ensuring it is safe and tidy at the end of the lesson.
· Collate a bank of supervision work for subjects in liaison with curriculum co-ordinators and to assist with planning learning activities.

· Undertake administrative duties including administering course work and producing worksheets for agreed activities.

· Support students in using resources, e.g. ICT.

Care, Guidance and Support

· Promote care, guidance and support to students as required to ensure their health, safety and well-being in the Academy.

General Responsibilities relevant to the post
· Undertake clerical duties including photocopying and administering coursework.
General Academy Responsibilities

· Contribute to and uphold the vision and ethos of Horbury Academy.

· Recognise own strengths and areas of expertise and use these to advise and support others.

· 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 Policies at all times.

The duties and responsibilities highlighted in this job specification are indicative and may vary over time.  Postholders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.




	Requirements for the Job/Evidence

The following section is the requirements for the job and lists the essential and desirable requirements needed in order to do the job.   Applicants will be shortlisted solely on the extent to which they meet these requirements. 

 Please note  A = Application Form I = Interview/assessment process

	Competency
	Essential
	How Assessed
	Desirable
	How Assessed

	Qualifications:
	NVQ Level 3 qualification as Teaching Assistant, or supporting students with S.E.N., or Support Work in Schools (SWIS).  
GCSE Maths/Eng Grade C
	A/I
	NVC Level 3 for IT users
Level 3 ILM Certificate in First Line Management.
	A/I
A/I

	Experience:
	Considerable experience of working within an Academy or equivalent, including experience of working as a Teaching Assistant.
	A/I
	Considerable experience of dealing with students.
	A/I

	Knowledge and Statutory Requirements:

	Considerable knowledge of the Academy’s Policies, Procedures and Practices, including the curriculum, behaviour, child protection and knowledge of barriers which may prevent student learning.

Knowledge and commitment to safeguarding and promoting the health, safety and welfare of young people.
	I
	
	A/I

	Planning, Organisation and Mental Challenge:
	The jobholder must be able to react to situations/instances occurring within the Academy, at a given moment in time, and be able to ‘think on their feet’.  
Some short-term planning for lessons and resources may be required.
Good time management skills and problem solving skills are required.
	I
I

I
	
	

	Interpersonal & Communication:
	Requires developed communication and interpersonal skills.

Developed negotiation and persuasive skills.
	I
I


	
	

	Physical Skills and Demands:
	Some keyboard skills.

	I
	
	

	Initiative & Independence:
	Ability to work on own initiative, and be able to respond independantly to unexpected problems.  
The jobholder will be able to consult their line manager for advice and guidance on any difficult problems.
	A/I
I

I
	
	

	Emotional Challenge and Resilience:
	Significant emotional  resilience is required to ensure student learning is maintained in accordance with the set curriculum and Academy expectations.
	I
	
	

	Philosophy and Commitment:
	An interest in educational issues.
A belief that everyone can benefit from, and has entitlement to, high quality educational opportunities. 

A personal commitment to lifelong learning and continuous professional development. 

Commitment to high standards, best value and continuous improvement .
	I
I

I
I
	
	

	Personal Qualities: 

	Ability to be reflective and self-critical.

Enjoys working with young people.
	I
	
	


	Responsibilities for Resources:

Line Management Responsibilities:   No direct line management responsibility but has to direct learning support assistants, when required.   
Financial Responsibilities:    N/A
Physical Resources:    Responsibility for all classroom resources on a daily basis and ensure resources are returned to the relevant teacher.  Has to keep confidential and up-to-date database of student information on a daily basis.

	Responsibility for People:   
The jobholder will have direct responsibility for students whilst teaching them, on a regular daily basis, as well as mentor groups of students. 

Responsibility for Policy Developments:   
The job involves no direct responsibility for policy development.  However all staff are expected to be involved in policy consultation.
Responsibility for Student Outcomes:   
The jobholder may have a considerable direct impact on student outcomes through achieving lesson outcomes.  Has to be open to observation, both internal and external.


	Working Conditions:   
The jobholder will work in a classroom situation and may be required to take P.E. activities, outside and in any weather condition, as required.   May also have to work in the kitchen-styled classroom when covering for the Food Technology Teacher.


	Main Contacts:    
The jobholder liaises with students, colleagues, Heads of Year/teachers, parents/carers.

	Characteristics of the post:

The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications

· Two satisfactory references

· Evidence of a satisfactory safeguarding check e.g. an Enhanced CRB Disclosure

· Confirmation of medical fitness for employment as required
· Registration with appropriate bodies (where applicable)


	Date Completed:   December 2012
Signature of Jobholder:   ………………………………………………………………………….   
Date:   …………………………………………………………………………………………….  


	This is a description of the job as it exists at present; All Academy Job Specifications are reviewed and are liable to variation in consultation with the post-holder in order to reflect future developments, roles and organisational change.
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