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	Post Title:
	Cover Supervisor

	
	

	School:
	Trinity
	Grade:
	BEX07

	Responsible to:
	Assistant Principal

	Functional links with:

	Pupils, Teachers, Parents, Carers, other agencies / professionals other school staff


	Hours of Work
	30 hours per week for 39 weeks of the year.
Term time plus staff training days
8.30am to 3.30pm excluding lunch break


	Main purpose of the job: 

The central focus of the Cover Supervisor's role is taking responsibility for the learning, behaviour and progress of classes during the absence of the designated teacher.  

To manage a classroom, ensuring that students remain on task with the work they have been set by an absent teacher. To maintain good order and to respond to questions and generally assist pupils to undertake set activities. 




	Major Duties and Responsibilities: 
· To carry out all duties in a professional manner according to school policy.

· Supervise whole classes due to absence of the class teacher

· Ensure that the work set has been completed 

· Facilitate and encourage learning so that pupils achieve their full potential

· To manage the behaviour of pupils in accordance with the school’s sanctions and rewards policy 

· Respond to any questions from pupils and generally assist pupils to undertake the learning activities

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

· Liaise with the HoD/class teacher regarding the work set and any issues that may have arisen

· Take a class register at the beginning of every lesson and or in a collective Act of Worship

· As required undertake routine organisational or administrative tasks appropriate to the role

· As required to support or supervise other activities in school

· To undertake regular and relevant CPD including Safeguarding and Child Protection

· Participate in the school’s performance appraisal system



	Job Activities:
· Acting as a role model and setting high expectations.

· Provide objective and accurate feedback and reports as required, to the teacher on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence.
· Promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour.
· Support the use of ICT in learning activities and develop pupils’ competence and independence in its use.

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

· Undertake planned supervision of pupils’ out of school hours learning activities, including school visits and trips.

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

· Attend and participate in regular meetings, training and other learning activities as required.

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· To undertake any other reasonable duties as requested by the line manager
· The job description is to be reviewed annually


Person Specification

	
	Essential
	Desirable

	Qualifications
	· Very good numeracy/literacy skills. 

· NVQ 3 for Teaching Assistants or equivalent qualification or experience.


	· Appropriate first aid training.

· Training in the relevant strategies e.g. literacy and/or in particular curriculum or learning area e.g. bi-lingual, sign language, dyslexia, ICT, maths, English, CACHE etc.



	Experience
	· Experience working with children of relevant age.


	

	Knowledge 

and Skills
	· Working knowledge of national/foundation stage curriculum and other relevant learning programmes/strategies.

· Understanding of principles of child development and learning processes.

· Ability to self-evaluate learning needs and actively seek learning opportunities.

· Ability to relate well to children and adults.

· Work constructively as part of a team, understanding classroom roles and responsibilities and your own position within these.

· Effective use of ICT to support learning.

· Use of other equipment technology – video, photocopier.


	· Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation.
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