Tunbridge Wells Girls' Grammar School

JOB DESCRIPTION
	Job Title:
	Cover Supervisor 

	Responsible to:
	Deputy Headteacher

	Responsible for:
	n/a

	Grade:
	Kent Scheme 5 - £22,595 - £23,693 (FTE 0.8172 – pro rata £18,464 - £19,362)

	Hours:
	35 hours per week, term time only, plus INSET days
8:30am - 4pm with 30 minutes lunch break.  Additional hours by mutual agreement. Some flexibility may be needed for occasional scheduled evening events. 


		
	Job Purpose

	To supervise whole classes during short-term absence of teachers.  Cover supervisors will give instructions for a lesson as provided by a teacher.  The cover supervisor will ensure the good behaviour of the pupils and make sure the pupils engage in the learning activity.  The post holder will be required to respond to pupils’ general questions and provide feedback to the teacher on broad issues such as behaviour, but will not be expected to undertake any planning, preparation, delivery or assessment of pupils’ progress and/or development. Cover supervisors will be subject to general supervision and will act under the professional direction of teachers.

To support teaching staff and administrative staff as required when no cover is needed. 


	Cover Supervisor:
· Supervise pupils engaged in learning activities to ensure that the learning objectives set by the teacher are achieved, also ensuring inclusion and acceptance of all pupils within the classroom in order to promote equal opportunities
· Act as a role model and set high expectations of conduct to ensure that good behaviour is maintained. Report back as appropriate using the school’s agreed referral procedures on behaviour or any issues arising during the lessons
· Keep appropriate records, as agreed with the teacher, to enable objective and accurate feedback to the teacher and pupils on attendance and the conduct of the lessons
· Support the use of ICT and other equipment and materials to enable pupils to achieve the learning objectives set by the teacher
· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety, security, confidentiality and data protection, reporting any concerns to the appropriate person, to maintain a safe and secure learning environment for pupils
· Participate in training and other learning activities as required and attend relevant meetings to ensure own continuing professional development
· Supervise pupils on trips, visits and out of school activities as required.
· Organise the cover schedule and arrange for room changes if required.


	Experience/ Skills Requirement

	· Flexibility.
· Computer literate; knowledge of Google Suite, Excel and SIMS an advantage, however training will be provided.
· Ability to prioritise, to work proactively and independently.
Be an effective team player

	· The post holder will be in charge of a class of approximately 30 pupils. He or she must give clear instructions for the lesson provided by the teacher ensuring that learning outcomes are achieved, and have the ability to apply behaviour management policies and strategies which contribute to a purposeful learning environment.
· The post holder must work within the relevant policies, codes of practice and legislation reporting any concerns to the relevant person.  Basic knowledge of first aid is an advantage.
· The post holder must have excellent verbal and written communication skills to be able to inform, persuade and communicate with pupils, and provide feedback to other professionals and parents as required.
· The post holder must be well-organised and efficient in carrying out administrative tasks.

Closing date: 9am on Monday 18 September
Interviews: Thursday 21 September 
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