	[image: image1.jpg]5=
=

Kingsthorpe
gCollege




	Kingsthorpe College
Cover Supervisor


	[image: image2.jpg]Collaborative
Academies
Trust

4







Job Description
Line Manager:  Cover Manager

Grade:
 Scale G

Full Time:  33.75 hours per week, 39 weeks per year

Hours of Work:  8.15am – 3.30pm
Key Responsibilities
· Supervision of whole classes during the absence of a class teacher under the guidance of Teaching/Senior Staff, including the implementation of work programmes, managing pupil behaviour and assisting pupils in relevant activities.

Key Tasks

· Supervise and support students in mainstream classroom work across all areas of the curriculum

· Liaise with teaching staff regarding work set in class and with pastoral staff where necessary

· Record student attendance in lessons 

· Answer students’ queries regarding the instructions left by the subject teacher

· Ensure classes enter and exit in an orderly fashion

· Ensure that classrooms are left tidy and ready for the next lesson after dismissing the class

· Ensure the health and safety of students in accordance with the Health & Safety policy

· Follow the College Promoting Good Behaviour policy and run student detentions when required
· Support the administration of cover on the computer system, when required

· Provide support to departments when classroom supervision is not required

· Gain IT skills appropriate for the post

· Attend training sessions as required

· Carry out other relevant duties as may be reasonably required
It is the practice of this College to examine Job Descriptions and to update them to ensure that they relate to the jobs as they are being performed or to incorporate whatever changes are being proposed.  It is the College’s aim to reach agreement on any alterations.  If this is not possible the Headteacher reserves the right to direct change to your Job Description after consultation with you.

Kingsthorpe College is committed to safeguarding and promoting the welfare of children and young people and expects all members of staff to share this commitment.
