Caterham High School   Cover Supervisor

Job Description

Job Title:		Cover Supervisor
Grade:			LBR 5   
Responsible to:		Assistant Headteacher  
Hours:			36 hours per week, term time only  (Monday-Friday: 8:00-16:00)
Responsible for:	N/A
Date of Job Spec: 	January 2023


Main Purposes of post:
· To supervise whole classes or groups during the absence of school staff (eg class teachers or inclusion staff)
· Providing continuity of learning, managing student behaviour, and supporting learning 
· To respond to general questions and provide general feedback to teachers and staff upon their return
· To follow school policies to support good learning and ensure the safeguarding of all students
· To uphold the values of the Caterham Way, the Code of Conduct and contribute wholeheartedly to the vision and ethos of the school

Liaising with a range of staff including the Cover Administrator, Headteacher’s PA, Assistant Headteacher & wider SLT, Heads of Year, Teachers, and Attendance Officers/Managers, and other administration staff.
Main roles and responsibilities
The following list is typical of the level of duties which the postholder will be expected to perform.  It is not exhaustive and other duties of a similar type and level may be required from time to time.

Student Support and Leading Learning
1. Leading, supervising, and managing classes or groups of students to complete set work when the regular teacher or inclusion staff are not available
2. Actively engage with the learning of students to ensure high levels of student engagement in the work set, providing positive feedback to students in relation to progress and achievement
3. Support students’ engagement and learning by responding to their individual needs and promote the inclusion and acceptance of all students in the classroom
4. Monitor and evaluate student learning through observation, recording progress and reporting any concerns using the school's reporting systems
5. Manage a calm purposeful learning environment built upon mutual respect, upholding the Caterham Way and demonstrating high expectations of professional behaviours
6. Manage student behaviour positively and deal promptly with behaviour that does not meet expectations in line with school policy and the school’s Pivotal approach
7. Use IT effectively to support learning activities, take registers and record information as requested and expected
8. Take the role of classroom or group support (eg a Teaching Assistant) if not required to provide supervisory cover for a lesson
9. Undertake planned supervision of students’, as required, e.g enrichment sessions, drop-down days, external trips, activities, sports days and other activities that happen outside the classroom 
10. Undertake activities as directed by the school, to support the smooth running of the school, with whole classes, individuals or small groups of students during structured and un-structured times of the school day

Classroom Organisation
1. Responsible for the organisation, maintenance, setting out, clearing away and care of resources including furniture to create a purposeful and attractive learning environment
2. To be mindful of displays and posters reporting concerns to the SLT Line Manager and Staff Support Services where remedy is needed

School Support
1. Act as a positive role model around the school and follow all whole school policies
2. Be an active member of a year team, including being a form tutor as required
3. Create a safe environment for students’ within and outside the classroom and comply with the appropriate policies and procedures, reporting all concerns to an appropriate person
4. To carry out break duties and be a member of duty teams in negotiation with the SLT line manager
5. To attend and participate in regular meetings required
6. Undertake other reasonable duties as requested, in accordance with the changing needs of the organisation and supporting the administrative and teaching teams across the school (for example student or teacher services) at the direction of the SLT Line Manager and Headteacher
7. To assist in training and development of other cover supervisors as required and as appropriate.  

Other Duties 
· To attend relevant training/CPD sessions, inset days and twilights sessions and continue professional development as agreed
· To be a qualified first aider to support Inclusion children and be part of the First Aid Team
· To take an active role in Department reviews with external agencies, including Ofsted, the Local Authority
· To carry out all duties and responsibilities with due regard to the organisation’s existing policies, such as child protection, health and safety, equal opportunities, and data protection 
· To play a full part in the life of the school community, to support its ethos and values, and to encourage staff and students to follow this example
· To actively and positively engage in the performance management process
· To be welcoming and courteous to all visitors to the school, and when representing the school in the wider community or within the scope of the role
· To undertake other duties and responsibilities as required from time to time commensurate with the grade of the post 
Training and Development
The school has a shared responsibility with the jobholder for identifying and satisfying training and development needs.  The jobholder is expected to actively contribute to their own continuous professional development, and to attend and participate in any training or development activities required to assist them in undertaking their role and meeting their safeguarding and general obligations as directed by SLT. 
Health and Safety
The jobholder is required to exercise their duty of care by taking responsibility for their own health and safety, and the health and safety of other people who may be affected by their acts or omissions (failure to act). Full guidance regarding health and safety is set out in the Health and Safety Policy, and in any risk assessments relevant to the jobholder’s role or circumstances. 


Equality and Diversity
Caterham High School is committed to equality and values diversity. As such it is committed to fulfilling its equality duty obligations and expects all staff and volunteers to share this commitment. The duty requires the school to have due regard to the need to eliminate unlawful discrimination, harassment and victimisation, advance equality of opportunity and foster good relations between people who share characteristics, such as age gender, race and faith, and people who do not share them.  Staff and volunteers are required to treat all people with whom they encounter with dignity and respect and are entitled to expect this in return.

Safeguarding
The member of staff will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff Code of Conduct. They will uphold, support and act upon the school Safeguarding Policies and practice ensuring they have an up-to-date knowledge of relevant safeguarding legislation and guidance in relation to working with and the protection of children and young people. Every member of staff is responsible for ensuring that the school child protection policy is adhered to, and concerns are raised in accordance with this policy. They will attend Safeguarding meetings and events as appropriate and work with the Safeguarding Lead to promote strong, secure systems and development of ethos across the school.
Working ethos
Caterham High School expects all staff to work effectively as part of a team or teams, delivering high quality education and support to staff and students.  As a minimum this requires dealing with people politely and tactfully, communicating with colleagues and students both formally and informally (but professionally), offering guidance and information in accordance with school guidelines, policies and procedures when requested and contributing to the maintenance of the school environment. In order to do this, staff are expected to make themselves aware of the relevant policies and procedures. All staff are required to maintain confidentiality as required.  

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that a post holder will carry out. Employees will be expected to comply with any reasonable request from a manager or be required to do other duties appropriate to the level of the role, as directed by the Headteacher. 
This job description will be reviewed at regular intervals and is subject to change as the needs of the school evolve.
I have read, understood, and accept the above job description. 
Last review date: January 2023       Next review date: January 2024   
Headteacher’s signature: _________________________      Date:  ___________
Postholder’s signature: ____________________ Date: 	___________





[bookmark: _Hlk71021972]Caterham High School     Person Specification: Cover Supervisor      
The person specification outlines the main attributes needed to adequately perform the post specified. It is intended to give prospective candidates a better understand of the post requirements.  It will be used as part of the recruitment process in identifying and shortlisting candidates.
	Experience & Qualification 
	E/D

	Have achieved a qualification in English/ literacy and Mathematics/ numeracy, equivalent to at least level 2 (e.g. Grade C or 4 in Maths and English GCSE)
	Essential

	Have achieved qualifications to an equivalence of Level 3 (e.g. Level 3 Vocational or A Levels)
	Desirable

	Have experience of working with children or young people (can be voluntary work)
	Essential

	Evidence of experience supporting students with SEND or English as an Additional Language to progress in all aspects of the curriculum
	Desirable

	Successful experience of teaching or working with students across a broad range of the academic spectrum
	Desirable

	Knowledge and Skills 
	

	Demonstrate a sound understanding of the qualities of good teaching and effective learning and how these can be applied to engage students and raise attainment
	Desirable

	Demonstrates an understanding of effective planning and delivery 
	Desirable

	Has the ability and strong commitment to working in partnership with staff and parents
	Essential

	Can set, maintain and actively promote high standards of student behaviour and be able to respond appropriately to behaviour that does not meet expectations and and use de-escalation for positive outcomes (training will be provided)
	Essential

	Display a knowledge of relevant legislation and guidance in relation to working with children and commitment to the protection and safeguarding of children and young people
	Essential

	Has an understanding of Health and Safety particularly in relation to the welfare of young people
	Essential

	Personal Attributes
	

	Enthusiasm, honesty, commitment, hard working and a desire to make a difference
	Essential

	Ability to deal with sensitive issues in a confidential manner
	Essential

	Belief in the responsibility of a school to include students with a diverse range of educational needs
	Essential

	Ability to establish positive relationships and good rapport with adults and 6th Form students
	Essential

	A willingness and desire to undertaken relevant training
	Essential

	An understanding of and commitment to Equal Opportunities and diversity, and the issues affecting social, cultural, linguistic, religious and ethnic backgrounds Commitment to equal opportunities and upholding all school policies
	Essential

	Excellent communication and listening skills and a commitment to teamwork
	Essential

	Confidence in working with standard computer packages (eg word processing, email and spreadsheets) and supporting students in the use of ICT
	Essential

	Efficient and effective organisational skills and an ability to prioritise and manage own workload to meet appropriate deadlines
	Essential

	A commitment to young people, their life chances, and being empathetic and responsive to differing needs
	Essential
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