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JOB DESCRIPTION

	Job Title:
	Cover Supervisor 

	Grade:
	Scale 4

	Contractual Hours:
	0.85 - 34 hours per week x 39 weeks per year (term time only)

	Reports to:
	Cover Manager 

	Responsible for (staff):
	N/A

	Main purpose of the Role

	Provision of cover in the event of Teacher absence:

· Liaison with the Exams/Data/Cover Manager, Subject Leader, Subject Teacher, Assistant Vice Principal on the details of work left for the relevant class.
· Undertaking classroom support if cover duties are not required.



	Core Responsibilities and Tasks

	· Supervising work set in accordance with Academy policy

· Managing the behaviour of students whilst they are undertaking this work to ensure a constructive learning environment

· Responding to any questions from students regardgin process and procedures

· To promote the Academy’s Christian ethos and Environmental specialism
· To undertake cover/classroom support duties as directed by the Cover Manager
· To instruct students about the work left by Subject Teacher
· To provide students with necessary resources for their learning
· To register and record student attendance in lessons
· To answer student queries regarding the instructions left by the Subject Teacher
· To ensure classrooms are left tidy and ready for the next lesson after dismissing the class
· To ensure classes enter and leave classroom in an orderly fashion
· To report to the Cover Manager at the start of the Academy day
· To liaise with Subject Leader/Subject Teachers/Area Leaders to answer any queries about work set by the Subject Teacher when appropriate and without leaving students unsupervised
· When appropriate report students responsible for poor behaviour to the Subject Teacher, Subject Leader or Deputy Area Leader
· Collect, distribute and explain to students, as instructed, the class work and return completed work to designated place
· Ensure a punctual and orderly beginning and ending to classes and to maintain an orderly working atmosphere in the classroom
· Assist, when required, with lunchtime/breaktime supervision
· Carry out general teaching assistant duties and curriculum support when not engaged in supervising classes
· Co-operate with all other departments in the provision of an effective and efficient non-teaching support service to the Academy
· Attend to the personal and social needs of students
· Ensure students’ safety at all times, in and out of the classroom
· Enable students to be included in all aspects of Academy life
· Support programmes for individual students or groups of students
· Assist in preparation of resources before lessons 
· Assist in the presentation of work and display areas
· Attend morning briefings, planning meetings and extra-curricular meetings
· Provide clerical / admin support e.g. photocopying, typing, filing, collecting money etc.
· Support the educational aims and objectives of the Academy.
· Be available for invigilation duties as and when required by the Academy.
· To accompany Academy visits.
· Support and maintain Academy resources and systems
· Support establishment and maintenance of positive relations with parents/carers, support agencies and students.
· Be aware of, and adhere to, the Academy’s policies and procedures.


	Corporate Responsibilities

	· The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

· To pursue and promote the achievement and integration of diversity and equality of opportunity throughout the Academy’s activities 

· To plan, monitor and review health and safety within areas of personal control

· To participate in the Academy’s Performance Management process and engage in continuous professional development and networking to ensure that professional skills and knowledge are up to date

· To maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues


	Additional Notes

	· The job purpose and key statements remain indicative and by no means exclusive. Given the evolving needs of the Academy, flexibility among staff is very important.  All staff may be required to undertake other such reasonable duties as may be required from time to time in line with the grade of their post.

· An Enhanced DBS Check will be requested on successful application to a position at the Academy 

· The Academy operates a no smoking policy



