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JOB DESCRIPTION

JOB TITLE:  



Cover Supervisor

SCHOOL:  



Coombe Dean School

RESPONSIBLE TO:      
Assistant Headteacher (Teaching & Learning)
SCALE:



D, (£20,493-£23,080)
HOURS:

33 hours per week, 38 weeks per annum
KEY RESPONSIBILITIES:

1. To register and record student attendance in lessons.

2. To support students in completing the work left by their class teacher.

3. To distribute to students the necessary resources for their learning.

4. To ensure orderly entry and exit of classrooms.

5. To ensure a calm and purposeful atmosphere for working in the classroom.

6. To manage resources effectively and ensure classrooms are left tidy for the next lesson.

7. To follow school systems and procedures on behaviour management, including the use of ClassCharts.

8. To liaise with line manager and subject teachers about cover work.  Return work etc to the class teacher and inform him/her of the point. reached by students.  Report any problems, difficulties, successes etc to the class teacher.
9. To actively support colleagues in other roles when there are no classes to cover. (E.g. but not limited to support in the Reflection Room, the Inclusion Base or in administrative duties, e.g. filing)

10. To be aware of and support diversity and ensure all students have equal access to opportunities to learn and develop.

11. To contribute to the overall ethos, aims and improvement priorities of the school.

12. To appreciate and support the role of other professionals.

13. To attend and participate in relevant meetings as required.

14. To participate in training and other learning activities and performance management as required.
15. Any other duties which may be allocated after consultation with the post-holder.
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.


