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JOB DESCRIPTION

	Job Title
	Cover Supervisor

	Band/Job Group
	Band D – ECS53

	Hours
	32.5

	Special Conditions
	

	Thematic Area
	Children & Young People Service

	School
	St Michael’s Church of England High School

	Responsible to
	Head Teacher/ Cover Manager


	Job Summary

	· Taking charge of a group or class under the direction and control of the Head Teacher, or other designated member of staff.


Additional duties and responsibilities

	1. 
	Supervision of a group or class who are undertaking preset work.

	2. 
	Promote good pupil behaviour, dealing promptly with conflict and incidents in line with school policy.

	3. 
	Respond to any questions from pupils about process and procedures.

	4. 
	Dealing with immediate problems or emergencies according to school policies and procedures.

	5. 
	Collection of completed work after lessons and return of work to the appropriate teacher.

	6. 
	Reporting back as appropriate using the school’s agreed referral procedures on the behaviour of pupils during the class, and any issues arising.

	7. 
	Escorting pupils around school premises

	8. 
	Assist with personal care programmes, including social, health, physical, hygiene, and welfare matters.

	9. 
	Administer routine tests and invigilate exams and undertake routine marking of pupils’ work where appropriate.

	10. 
	Promote the inclusion and acceptance of all pupils.

	11. 
	Undertake pupil record keeping as requested.

	12. 
	Provide clerical/admin support e.g. photocopying, typing, filing, collecting money etc.

	13. 
	Assist in the display of pupils’ work.

	14. 
	Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to appropriate person.

	15. 
	Contribute to the overall ethos/work/aims of the school.

	16. 
	Attend and participate in regular meetings.

	17. 
	Participate in training and other learning activities and performance development as required.

	18. 
	The supervision of pupils out of session times

	19.
	To participate in the operation of the Council’s Personal Performance Development Scheme.

	20.
	It is your responsibility to carry out your duties in line with the Council's policy on equality and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. You should act as an exemplar on these issues and should identify and monitor training for yourself and any employees for whom you are responsible, in line with this policy, the Equality Standard and obligations under the Race Relations (Amendment) Act 2000.

	21.
	Such other duties as may be appropriate to achieve the objectives of the post to assist the Thematic Area in the fulfilment of its objectives commensurate with the post holder's salary grade, abilities and aptitudes.

	22.
	The post holder must at all times carry out his/her responsibilities with due regard to the Council's policy, organisation and arrangements for Health and Safety at Work.



PERSONNEL SPECIFICATION
	Job Title
	Cover Supervisor

	Band/Job Group
	Band D – ECS53

	Hours/Weeks
	32.5

	Special Conditions
	

	Thematic Area
	Children & Young People Service

	School
	St Michael’s Church of England High School

	Responsible to
	Head Teacher/ Cover Manager


	Physical 
	A good attendance record. Candidates should have less than 4 absences in the last 6 months or not more than 10 days absence over the last 12 months prior to the closing date of the post. 
Any absences relating to a disability or any other incapacity will be viewed sympathetically and will be considered if fully explained. Should any candidate not meet these criteria and choose to include an explanation then this will be considered.

	Qualifications
	NVQ 3 in Childcare, BETC or NNEB


	Experience
	A minimum of 2 yrs experience of working with families with complex social needs

Experience of working in Primary/Secondary Education 
Ability to motivate young people

	Training
	Willing to undertake training as necessary

Commitment to own personal development

	Special Knowledge
	

	Circumstances
	Ability to work when the school is open (Term Time working)

Willingness to work flexibly to meet the requirements of the post

	Disposition
	Ability to motivate individuals to perform effectively 

Awareness of and respect for, the needs of the individual child and their families, including multi-cultural and inclusive practices.

Able to work with parents/carers and children in supportive, non-judgemental manner

To maintain confidentiality at all times.

Ability to work on own initiative 

Enjoys working with young people and helping them to achieve

	Practical and Intellectual Skills
	Able to communicate effectively (orally and in writing)

Ability to use IT technology

Ability to maintain accurate records

	Legal Requirements
	Enhanced CRB Clearance
Be aware of and responsive to the current requirements for

keeping children safe in education.



	Registration Requirements:
	Yes
	No
	Description

	Is this post a Regulated Activity
	
	
	

	Is the Frequently or Intensive test met
	
	
	

	Is the activity in a Specified place
	
	
	

	Is the activity a specified Position
	
	
	

	
	
	
	

	Is the post a Controlled Activity 
	
	
	

	Is the Frequently or Intensive test met
	
	
	

	Explain the nature of the opportunity for contact
	


	CRB Disclosure check only
	Yes
	No
	Eligibility Code

	Is this post eligible for a CRB check but not registration
	
	
	


