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JOB PROFILE

Cover Supervisor
This job profile describes the main expectations of the school in relation to the post holder’s professional responsibilities and duties.  It is not intended to be an exhaustive list of all duties and responsibilities which may be required and may be subject to amendment or modification at any time in consultation with the post holder.

Job Purpose
To supervise whole classes during the short-term absence of teachers. The primary focus is on managing the classroom environment, maintaining good behaviour, promoting positive attitudes and keeping students on task. Needs to respond to questions and generally assist students to undertake set activities which have been set by the teacher who is absent, or by the department on his/her behalf. 
Key Accountabilities
· To provide cover supervision for lessons on a regular basis, with both short-notice and planned cover requests.

· Supervise students in lessons in accordance with the school policy, ensuring the work provided for the students is communicated effectively, delivered and completed as per the teacher’s lesson plan.
· Promote and maintain excellent relationships with all students.
· Manage the behaviour of students whilst they are undertaking set work to ensure a positive environment for learning, challenging unacceptable behaviour as per the school’s behaviour policy.
· Respond to general queries and questions about the lesson from students, developing a constructive and positive environment in which students can complete the set work.
· Deal with any immediate problems or emergencies in the classroom, according to the school’s policies and procedures. 

· Collect in any completed work after the lesson and return it to the appropriate teacher. 

· Report back to the class teacher as appropriate on the conduct of students during class and any issues arising. 
· Attend and contribute to scheduled department, team and school staff meetings.

· Provide administrative and learning support to nominated departments within the school during periods when no cover is required. 

· Take morning registration when required.
ACCOUNTABLE TO - Deputy Headteacher

PAY SCALE - Surrey PS6
PERSON SPECIFICATION

Skills and Knowledge

Essential 

· Able to engage with young people in a positive way. 

· Possess good interpersonal and communication skills so as to relate effectively and professionally to and earn the confidence of students, parents and colleagues. 
· Develop and promote positive relationships with colleagues to work collaboratively as part of a team.

· Able to understand and apply the full range of school policies; including learning and teaching, equalities, special needs and behaviour management. 

· Able to manage safely the classroom activities, physical learning space and resources, with due regard to school Health and Safety policy. 

· Able to use a range of strategies to deal with classroom behaviour as a whole, as well as individual behavioural needs. 

· Be sensitive to students’ needs and concerns so as to identify welfare problems/student issues and report them as necessary. Be aware of child protection arrangements. 

· Able to work well under pressure with a good sense of humour.

·  Able to be flexible and adaptable. 

· Able to build appropriate knowledge of subject contexts or key stage in which working.
Qualifications
· Educated to A level standard.
· Numeracy and literacy skills equivalent to GCSE grade C in English and Maths, or adult skills qualification in literacy and numeracy at level 2. 

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.  A satisfactory Enhanced DBS disclosure is required for this role.  We expect all our staff to maintain student confidentiality both in and outside of the workplace.
