St Mary’s and St John’s CE School[image: ]

 “With God, all things are possible” (Matthew 19:26)

                                                                                                                          Telephone: 020 8202 0026 
                                                                                                                           Email: office@smsj.london
Website: www.smsj.london

Executive Principal: Gavin Smith   


	
JOB DESCRIPTION 

Job Title:                          Cover Supervisor

School/Service:	              St Mary’s & St John’s CE School	

Reports to: 	   Deputy Head 

Grade:	                            Scale Point 
                                          Actual salary 

Location:                         Sunningfields Road NW4 4QR/Stamford Raffles, 
                                          Downage, NW4 1AB (as required)
 
Hours Weeks:                32.5 Hours per Week – Term Time Only

	Job Purpose:
To provide cover for absent teachers, carrying out the functions of the teacher in accordance with the stated aims and objectives of the school and of the absent teacher’s department.


	Main Duties / Responsibilities:

The post holder will: -
· Deliver lessons appropriate to the age and ability of the students so as to facilitate progression in students’ learning; the plans and resources for these lessons to be provided by the teacher/Head of Department
· Manage the classroom and teaching equipment so as to create a positive learning environment which makes effective use of the available resources
· Implement School policy with regard to registration, student absence, dress code, behaviour
· Enforce School rules relating to Health and Safety
· Provide advice and guidance to staff, students and others.

In addition, Cover Supervisors are expected to carry out the following duties when providing cover for long term teacher absence
· In consultation with the Head of Department (or relevant other) and in accordance with the schemes of work, plan, deliver and review lessons which are appropriate to the age and ability of the students, so as to facilitate progression in students’ learning
· Facilitate the general progress and well-being of any individual student within any group of students assigned to her/him, providing guidance and advice to students on educational and social matters
· Contribute to appropriate extra-curricular provision
· Provide classroom assistance and support for individual student needs if necessary.

Support for the School
· To undertake break and lunchtime duties
· To attend staff training as appropriate
· To work within SMSJ policies and procedures
· To contribute to the provision of an effective environment for learning
· To support and encourage SMSJ’s ethos and its objectives, policies and procedures
· To uphold SMSJ’s policy in respect of child protection and safeguarding matters
· Undertake any other duties reasonably requested by the Deputy Heads/Principal
· Such other duties as reasonably correspond to the general character of the post and its level of responsibility.

Promotion of Corporate Values:

To ensure that customer care is maintained to the agreed standards according to the school’s values. To ensure that a high level of confidentiality is maintained in all aspects of work.
 
Flexibility:

The successful candidate may be required to carry out other reasonable duties commensurate with the grade, as requested by the line manager or Principal.



Neale House Campus, Prothero Gardens, Hendon, NW4 3SL
Bennett House Campus, Sunningfields Road, Hendon, NW4 4QR
Stamford Raffles Campus, Downage, Hendon, NW4 1AB
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