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FOREST HILL SCHOOL

Dacres Road, London SE23 2XN

Boys 11-16, Mixed 16-18

Tel. 020 8699 9343

www.foresthill.lewisham.sch.uk 
POST TITLE:


P.E. and Cover Supervisor 
RESPONSIBLE to:

The Cover Manager 

SALARY GRADE:

Scale 5, Point 13-15
WORK PATTEN:

Term Time Only (39 weeks)




Monday – Friday 35 hours per week





8.15am – 4pm (45 minutes unpaid lunch break)
The post holder will comply with Health and Safety requirements and specifically will take reasonable care of him/herself and other persons who may be affected by his/her acts or omissions at work (Health and Safety at Work Act 1974), and other relevant employment legislation and good policies.

The Governing Body reserve the right to amend the job description at any time after consultation with the post holder.

	JOB PURPOSE 
	To supervise whole classes during the short-term absence of the class teacher under the guidance of teaching/ senior staff, including introducing and explaining the relevant work, managing pupil behaviour, maintaining a positive and constructive learning environment and assisting pupils in relevant activities in line with the school’s policies and procedures. To work with individual and small groups of students to support them in their learning. To cover PE lessons both on the school site and at Elm lane when the PE teacher is absent. 

	RESPONSIBILITIES AND DUTIES 
	Collection & distribution of learning resources

Under the guidance of the Faculty Leader or Teaching and Learning Lead Teacher:

• To collect learning resources and lesson plans for lessons to be supervised from the appropriate Teacher
• To ensure that resources are distributed to all students as required and

that the work is given to the students in a calm and orderly manner 

• To show prepared and set video clips or TV recordings at the request

of teachers as part of prepared lessons plans
• To collect in learning resources at the end of lessons ensuring that all

that have been distributed are returned
• To collect student work and return all as requested in the instructions from the absent Teacher or their colleague
• To give students the homework as directed by the Teacher or Curriculum Leader and ensure students record this



	SUPERVISION AND LEARNING  
	• To admit students to rooms quickly at the start of lessons and call a register, ensuring that all latecomers are noted as such
• To allocate the resources and explain the work set for the lesson as soon as possible
• To answer the queries and support the learning of individuals or small

groups of students in the subject work
• To provide regular positive feedback to students regarding progress and behaviour
• To operate the school sanctions and rewards policy throughout the lesson
•To accompany the class groups to the other teaching spaces within school such as the LRC, ICT suites or the atrium if required
• To work with small group or individual students to support their learning in different environments after school or within the school day
• To undertake a mentoring role with a small number of students in order to support their learning after school or within the school day

• To assist the teacher as a responsible adult with ‘off site’ school visits 



	ADMINISTATION AND OTHER DUTIES
	• To provide appropriate feedback and information to the Class Teacher or Curriculum Leader regarding student progress, attitude and application together with the feedback on the sufficiency of work set, and how engaging it appeared for the students
• To support the Form Tutor or cover for them, carrying out set work and 

tasks and supporting the learning of students and their supervision
• To assist with the examination invigilation of small groups of Students and assist in the provision of access arrangements for individuals or small groups e.g. Reading and scribing.
• To work with students supporting their learning in study clubs and homework club 
• To undertake supervision as required during the school lunch break 

• To undertake other related duties which the Headteacher may require within a reasonable workload.



	RESPONSIBILITIES
	• 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
• Be aware of and support diversity and ensure equal opportunities for all
• Contribute to and support the overall ethos/work/aims of the school
• Appreciate and support the role of other professionals
• Attend and participate in relevant meetings as required
• Participate in training and other learning activities and performance development as required



	REVIEW
	The job description sets out the principal responsibilities of the post but does not describe each of the tasks that it may be necessary to carry out.

The job description may be reviewed from time to time in consultation with the postholder in order to address changing circumstances or priorities within the School.

	SPECIAL NOTES AND CONDITIONS
	This post is subject to satisfactory references, enhanced DBS clearance and medical clearance. The post is exempt from the provisions of the Rehabilitation of Offenders Act and all convictions or cautions must be declared. 

The post holder has a responsibility to promote and safeguard the safety and welfare of children in accordance with the School’s child protection policies and behaviour management policy.

Forest Hill School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.   Our commitment is underpinned by robust processes and procedures that seek to maximise opportunity, minimise risk and continuously promote a culture of safeguarding amongst our workforce.


