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	Cover Supervisor

	Line Manager:
	Community Assistant Supervisor and Examinations Officer

	Responsible For:
	N/A

	Hours:
	08.00 – 17.00 Monday – Friday, QE Term Time including INSET

	Salary:
	£13,981 (FTE £19,132)


Job purpose 
The cover supervisor will work under the direction of the Community Assistant Supervisor and the Examinations Officer who manages cover, and with the guidance of teaching staff, to implement work programmes with individuals/groups in or out of the classroom including the supervision of whole classes during the short term absence of teachers.  The Community Assistant Supervisor will manage the duties and extra responsibilities of the Cover Supervisor in performing other duties to support the school when cover is not required.
This job description is written at a specific time and is subject to change as the demands of the School and the role develops. The role requires flexibility and adaptability and the employees of the School need to be aware that they may be asked to perform tasks and be given responsibilities not detailed in this job description.  
Your duties and responsibilities are as follows:
Main Responsibilities
· Supervise work that has been set in accordance with the school policy

· Manage the behaviour of pupils to ensure a constructive environment, applying the school behaviour and reward systems

· Assist pupils to undertake set activities as appropriate

· Deal with any immediate problems or emergencies according to the schools’ policies and procedures

· Collect completed work after the lesson and return it to the appropriate Head of Department

· Report back as appropriate using the schools agreed referral procedures on the behaviour of pupils during the class and any issues arising

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

· Support pupils consistently whilst recognising and responding to their individual needs

· Supervise pupils on visits, trips and out of school activities as required

Additional Responsibilities
· Undertake supervisory duties outside of lesson times, including break, lunch, and before/after school coverage around the site

· Assist with displays around the site

· Support with photocopying, organisation of files and other administrative tasks

· Establish a quiet and productive working atmosphere in the Genesis library. 

· Attend and participate in meetings

· Participate in training and other learning activities as required

· All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect changing roles and responsibilities. Any changes will take account of salary/status/hours and will be subject to discussion, in accordance with the guidance note on contractual changes

Support for the School

· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person

· Contribute to the overall ethos/work/aims of the school

· To undergo any training deemed necessary
· Be vigilant and proactive in maintaining the appearance of the school environment
Benefits

· Free staff gym 

· Annual free family summer barbecue

· Annual free black tie Christmas Ball for staff and a guest.

· We enroll all our employees in the Workplace Pension Scheme

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the Collegiate’s Child Protection Policy at all times. If, in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school s/he must report any concerns to the Collegiate’s Designated Safeguarding Lead. 
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