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COVER SUPERVISOR
JOB DESCRIPTION
DUTIES AND RESPONSIBILITIES
1. Directly supervise classes in the short-term absence of their usual teacher, including taking responsibility for directing the work of other adults attached to the class in a supportive capacity.

2. Ensure all pupils understand what the cover work requires of them and supervise pupils’ completion of the work set by the usual class teacher or other appropriate person, in accordance with the school’s policy.

3. Respond to any questions from pupils during the lesson about processes and procedures.

4. Support the learning needs of pupils during the lesson by providing such guidance and advice as might in other circumstances be provided by an effective teaching assistant.

5. Collect any completed work after the lesson and return it to the appropriate teacher.
6. Manage the behaviour of pupils on entry to and exit from the teaching space and whilst they are undertaking the work set, in order to secure a positive and constructive learning environment.

7. Report back as appropriate, using the school’s agreed referral procedures, on the learning and behaviour of pupils during the class and any issues arising.

8.
Deal with any immediate problems or emergencies according to the school’s 
policies and procedures.

9.
Be fully aware of the full range of school policies and procedures, particularly 
those regarding Child Protection, Health and Safety, equal opportunity and 
SEN.

10.
Undertake training as required to develop the skills necessary to:

· Safely manage classroom activities, the physical learning space and the resources for which lead persons in a classroom are responsible.

· Understand and be able to use a range of strategies to deal with classroom behaviour as a whole and also individual behavioural needs.

11.
Undertake Form Tutor responsibilities as required.

· Supervising students during their form tutor period, including leading activities related to the personal and social development of the student, possibly as part of the school’s PSHCE and/or citizenship programmes. 
· Ensuring students in the tutor group are registered both am and pm – usually using electronic registration, though sometimes also using paper registers.  Following up on student absence, in line with the school’s absence monitoring procedures.

· Following up on information relating to student behaviour, both as regards rewards and consequences, in line with the school’s behaviour policy.

12.
Undertake administrative tasks to support the teachers in the school, including 
photocopying and typing and maintaining pupils’ portfolios and records of 
work undertaken.


13.
When not required for cover supervision, provide Sixth Form Room supervision.
14.
Preparing resources for teachers, including putting together worksheets, games 
and other learning activities using the internet and other resources as directed.

15.
Undertake exam invigilation as required, including ensuring compliance with 
QCA regulations as appropriate.

16.
Undertake any other duties as reasonably directed by the Headteacher or other 
designated line manager.

17.
To support the school’s aims and ethos.

18.
To undertake supervision of playground activities as directed by the 
Headteacher.

19.
To accompany children/students and teachers on educational visits and trips 
during contracted hours, being responsible for children’s safety and 
engagement in learning activities.

October 2017

