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	JOB DESCRIPTION – COVER SUPERVISOR
	


Responsible to:

Leadership Team 
Grade:


Band F, Points 17-21
Hours of Work:
37 hours per week, Term Time plust 5 Inset Days




Mon, Tues

8.00 am to 4.30 pm




Wed, Thurs, Fri
8.00 am to 3.30 pm  

Disclosure Level:

Disclosure Barring Service – Enhanced Certificate
Job Purpose:

Provide cover supervision for the whole class when the responsible teacher is on short-term absence.
 Cover for short-term absences may be provided by someone who is not a qualified teacher, ie a “cover supervisor”. Such absences may be unplanned, eg short-term sick leave or other emergency leave of absence or be planned, eg attendance at INSET or other professional development activity or a medical appointment.

Responsibilities:
Responsibility for people:  The post has some impact on the well-being of individuals or groups (ie physical, mental, social, health and safety).

Responsibility for staff:  The post has little direct responsibility for supervising other staff though may be expected to demonstrate tasks or advise / guide new employees, work experience or trainees.

Responsibility for budget:  The post has no direct responsibility for financial resources.
Responsibility for physical resources:  The post has some responsibility for physical resources involving record keeping and ensuring the appropriate handling and careful use of equipment (eg computer / PC / teaching materials / resources) during cover supervision.

Tasks, Duties and Responsibilities:
Support to Students:

Establish productive working relationships with students, acting as a role model and setting high expectations.

Promote the inclusion and acceptance of all students within the classroom, encourage them to interact and work co-operatively with others and engage all in activities.

Implement school strategies and procedures in relation to behaviour management.

Monitor and provide for the care, safety and welfare of students.

Support to Teachers:

Provide cover supervision when the teacher responsible for the class is absent on short-term absence (which may be planned or unplanned).  Cover supervision involves:

· Supervising a whole class to undertake set work / activities and can include introducing and closing the class.

· Maintaining good order and managing behaviour constructively.

· Promotion of self-control and independence.

· Keeping students on task as necessary.

· Responding appropriately to questions raised by students.

· Collecting any completed work and returning it to the appropriate teacher.

· Dealing with immediate problems and emergencies in accordance with the school’s policies.

· Reporting back on behaviour of students during the class and any issues arising.

Undertake routine marking of students work (eg tests, multiple choice questions, spelling).
Undertake admin tasks as appropriate.

Assist with updating of displays around school.
Attend school CPD sessions.

Undertake duties to supervisor student activities and the home learning club before and after school.

Support the School:

Understand and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person.

Understand the school’s policies relevant to the specialist subject / support provided and how they relate to local and national frameworks / policies.

Be aware of and support difference and ensure all students have equal access to opportunities to learn and develop.

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

Attend and participate in regular meetings and participate in training and other learning activities as required.
Undertake planned supervision of students’ out of school hours learning activities, where appropriate.

Supervise students on visits, trips under the overall guidance of the responsible teacher, in accordance with an appropriate risk assessment and guidance.

To collect any completed work after the lesson and returning it to the Data Office.

To invigilate public examinations in accordance with the rubric established by QCA.

To support individuals or small groups in a teaching assistant role.

There is an expectation that Cover Supervisors will be prepared to undertake training appropriate to this Job Description and their role within the school as it develops.  This training will occur on Staff Training Days and at other mutually agreed times during the school week.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the grade and job title.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  
Post subject to Disclosure Barring Service – Enhanced Certificate
I accept the terms and conditions of the Job Description.
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