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HLTA – Cover Supervisor
	Job Title
	Higher Level Teaching Assistant – Cover Supervisor

	Grade
	KR6 (range £19,609-£21,509) 

	Hours
	35 hours per week x 39 weeks per year (Term Time)

	Line Manager
	Deputy Headteacher

	Responsible for
	N/A

	Liaison with
	Headteacher, Teaching staff, support staff, parents, students 

	Job Purpose
	To supervise and deliver lessons to whole classes during short-term absence of teachers.



Specific Duties:
· To organise and manage an appropriate learning environment and supervise students engaged in learning activities to ensure that the learning objectives set by the teacher are achieved.
· To deliver lessons set by or with a teacher.
· To ensure the good behaviour of the students and make sure the students engage in the learning activity.
· To respond to students’ general questions and provide feedback to the teacher on broad issues such as behaviour.
· To progress students’ learning and assess, record and report on development, progress and attainment as agreed with the Headteacher.
· Monitor and evaluate student responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives, providing feedback and report to teachers in order to provide evidence of the range and level of progress and attainment.
· Support the role of parents in students’ learning and lead meetings with parents to provide constructive feedback on students’ progress to ensure students achieve their best results.
· To act as a role model and set high expectations of conduct to ensure that good behaviour is maintained.
· To keep appropriate records, as agreed with the teacher, to enable objective and accurate feedback to the teacher and students on the conduct of the lesson.
· To support the use of ICT and other equipment and materials to enable students to achieve the learning objectives set by the teacher.
· [bookmark: _GoBack]Use detailed knowledge and specialist skills to support students’ learning, establishing productive working relationships, promoting inclusion and working to support students consistently whilst recognising and responding to individual needs.
· Contribute to the overall work/aims of the school and, in liaison with teachers, establish constructive relationships and communicate with other agencies/professionals, in order to support the achievement and progress of students.
· To undertake one duty per day (pro-rata)

General Duties: 
· To work flexibly, undertaking tasks as directed, commensurate with the grade of the post
· To participate in the Performance Management process, undertake any training, other learning activities and attend relevant meetings commensurate with the post to ensure one’s own continuing professional development.
· When not covering lessons, cover supervisors will be required to assist with administrative support including invigilation and school trips.
· To be aware of and comply with policies and procedures relating to child protection, equal opportunities, security, confidentiality and data protection, reporting any concerns to the appropriate person, to maintain a safe and secure learning environment for students.
· To comply with individual responsibilities, in accordance with the role, for health and safety in the workplace.

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.
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