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SUMMARY OF MAIN DUTIES / RESPONSIBILITIES
Job Title:
Cover Supervisor
Reports to:
Deputy Head – Teaching and Learning
Job Purpose:
To provide cover for absent teachers, carrying out the functions of the teacher in accordance with the stated aims and objectives of the Academy and of the absent teacher’s department

Main Duties / Responsibilities:
Organisation
Cover Supervisors are expected to carry out the following duties to cover for short-term teacher absence.

· Deliver lessons appropriate to the age and ability of the students so as to facilitate progression in students’ learning; the plans and resources for these lessons to be provided by the Head of Department (or relevant other)

· Manage the classroom and teaching equipment so as to create a positive learning environment which makes effective use of the available resources

· Implement Academy policy with regard to registration, student absence, dress code, behaviour

· Enforce Academy rules relating to Health and Safety

· Provide advice and guidance to staff, students and others

In addition, Cover Supervisors are expected to carry out the following duties when providing cover for long term teacher absence
· Facilitate the general progress and well-being of any individual student within any group of students assigned to her/him, providing guidance and advice to students on educational and social matters

· Contribute to appropriate extra-curricular provision
· Provide classroom assistance and support for individual student needs if necessary

Administration
· Assess, record and report on the development, progress and attainment of the students assigned to her/him, within the Academy guidelines

· Attend relevant meetings and carry out relevant administrative tasks
Resources
· Operate relevant equipment/ICT packages (e.g. MS Office, Internet, Email, SIMS)
· Use administration and teaching supplies resourcefully
General 

The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibilities entailed. Such variations are a common occurrence and would not themselves justify the re-evaluation of the post. In cases, however, where a permanent and substantial change in duties and responsibilities of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.

