	Canons High School 

Job Description

 This Job Description is not necessarily a comprehensive definition of the post. It will be reviewed at intervals and it may be subject to modification or amendment at any time after consultation with the holder of the post. 

	

	Post Details: Cover Supervisor
Scale: H5 £31,074 - £32,931 (£22,048 - £23,365 pro rata) Actual Starting Salary:  £22,048



Responsible to:
Senior Cover Supervisor
Responsible for:
N/A
Scale: H5 £31,074 - £32,931 (£22,048 - £23,365 pro rata) Actual Starting Salary:  £22,048
Hours: 30hpw 
8.40am – 3.10pm term-time only
JOB OVERVIEW

· To work under the guidance of the Senior Cover Supervisor and senior staff, within an agreed system of lesson supervision, to implement work programmes with individuals/groups in or out of the classroom, including the supervision of whole classes during the short term absence of teachers
· To support all students to access the social and academic curriculum in the most effective way, appropriate to their needs and understanding.
1. Key Cover Responsibilities:

· To be aware of particular students’ specific needs and support individuals and groups of pupils to enable access to learning - this could include those requiring additional support, or, detailed and specialist knowledge in particular areas
· To supervise whole classes during the short-term absence of the teacher.  The main focus of such cover will be to instruct students on the work left by the teacher, respond to questions, assist pupils to undertake set activities, stay on task, maintain order and good behaviour for learning and provide students with the necessary resources for their learning

· To create a calm and purposeful environment, in which students can complete work set, engender high expectations and promote the inclusion and acceptance of all students within the classroom

· To follow school systems and procedures on behaviour management inside and outside the classroom and reporting back as appropriate using the schools’ agreed referral procedures on the behaviour of pupils during the lesson and following up as necessary
· To register and record student attendance electronically and/or manually as required

· To assist with the collation of a bank of cover work in liaison with the Senior Cover Supervisor and relevant members of teaching staff for planned cover

· To manage resources effectively and ensure classrooms are left tidy and ready for the next lesson

· To liaise with the appropriate staff about the work which has been set to ensure the requirements are fully understood and check that all materials required to carry out lessons have been made available prior to the lesson commencing

· To collect any completed work after the lesson and return it to the appropriate teacher.
2. Other Duties and Accountabilities:
· To register a class of students 

· Assist with the supervision of pupils out of lesson time, including before and after school, at break and lunch times, on visits and trips, those undertaking extracurricular activities and during internal/external examinations as directed

· Be aware of and comply with policies and procedures relating to inclusion, SEN, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the Headteacher and/or Member of SLT
· Ensure compliance with your responsibilities as laid out in Harrow Council's Equal Opportunity Policy and take an active role in promoting equality and diversity 
· Work co-operatively and support the school’s Professional Review system, supervise the work of others and arrange training as necessary 
· Promote the school's policy on behaviour and punctuality for learning, and a commitment to providing a caring & stimulating environment, & improving standard for all pupils within the school 
· Contribute to child welfare and protection, keep up to date with the latest procedures and regulations and ensure attendance at appropriate INSET training, meetings, etc 

· Work co-operatively with the school’s support teams and provide assistance as necessary to all parents, students, staff, Governors and other relevant stakeholders

· Undertake such other duties as reasonably correspond to the general character of the post and commensurate with its level of responsibility.
Date: ______________________________       Next review date: ______________________________
Name and Signature (Postholder): _______________________________________________________
Name and Signature (line manager): _____________________________________________________
	This Job Description is not necessarily a comprehensive definition of the post. It will be reviewed at intervals and it may be subject to modification or amendment at any time after consultation with the holder of the post. 

Canons High School and Sixth Form

	Person Specification 

	Post Details: Cover Supervisor
Scale: H5  



	Education, Qualifications and Training
	Essential
	Desirable
	How Identified

	Educated to Level 3 or above 

NVQ 2/3 in a relevant area, e.g. teaching assistance, or equivalent qualification or experience
	Yes
	
	Application

	Excellent Literacy and numeracy – GCSE Maths and English or Equivalent
	Yes
	
	Application

	First Aid Qualification
	
	Yes
	Application


	Experience
	Essential
	Desirable
	How Identified

	Experience of working with young people of a secondary school age 
	
	Yes
	Application

Reference

Interview

	Demonstrate assertiveness in dealing with pupils and fellow professionals
	Yes
	
	Application

Reference

Interview

	Ability to plan and prioritise own workload, act on own initiative and manage conflicting demands, with minimum supervision
	Yes
	
	Application

Reference

Interview

	Accept the need for continuing development and training
	Yes
	
	Application

Reference

Interview

	An interest in education and working within an educational environment
	Yes
	
	Application

Reference

Interview


	Knowledge, Skills and Abilities

	Essential
	Desirable
	How Identified

	Knowledge of, and the ability to use a range of strategies to deal with classroom behaviour as a whole and also individual behavioural needs
	
	Yes
	Application

Interview

	Ability to engage constructively with, and relate to, a wide range of young people, parents/carers, from different backgrounds
	Yes
	
	Application

Interview

	Ability to effectively use ICT packages, relevant equipment, resources and other technology
	Yes
	
	Application

Interview

	Understanding of the education system and the range of ways that young people can be supported to raise their engagement and achievement
	Yes
	
	Application

Interview

	Ability to work independently and, at the same time, understand the value of team work and the overall strategy of the department, for the benefit of young people
	Yes
	
	Application

Interview

	Excellent communication & interpersonal skills
	Yes
	
	Reference

Interview

	Able to quickly establish positive working relationships with students, staff, parents and  a wide range of people from within and outside the school
	Yes
	
	Application

Reference

Interview

	Ability to handle difficult situations with sensitivity, confidentiality and discretion at all times, combined with a calm personality, a practical approach and sound judgement
	Yes
	
	Reference

Interview

	Able to provide good leadership, work flexibility and proactively while maintaining a high standard of professionalism
	Yes
	
	Reference

Interview

	Ability to be a good role model to young people – demonstrate and promote positive values, attitudes and behaviour
	Yes
	
	Application

Reference

Interview

	Ability to maintain a non-confrontational approach
	Yes
	
	Application

Interview

	Ability to manage classroom activities and the physical learning space safely
	Yes
	
	Interview

	
	
	
	


	Other Requirements
	Essential
	Desirable
	How Identified

	Enthusiasm, energy and commitment 
	Yes
	
	Reference

Interview

	High expectations of all young people, respect for their social, cultural, religious & ethnic background, and a commitment to raising the achievement & self-esteem of all young people
	Yes
	
	Application

Interview

	A commitment to safeguarding & promoting the welfare of children and young people
	Yes
	
	Reference

Interview

	A willingness to undertake additional training, keep up-to-date with changes and developments in good practice
	Yes
	
	Application

Interview

	Awareness and adherence to relevant policies, codes of practice and relevant legislation, eg health & safety regulations, equality of opportunity, etc
	Yes
	
	Application

Reference

Interview

	A good attendance and punctuality record
	Yes
	
	Reference

	List 99/CRB Checked
	
	Yes
	Application
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