[image: image1.jpg]; RYEQALE Sg/g





JOB TITLE                    Cover Supervisor                 


GRADE                         Grade E, £16288 - £17,711 (pay award pending)
Hours per week            37 hours per week, 8am – 4pm, Term Time only plus Training Days 

RESPONSIBLE TO:    Assistant Headteacher
RESPONSIBLE FOR:  Covering of lessons in the absence of Teaching Staff and supporting with 

       the organization of cover.

ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Effective communication and engagement with children, young people and their families and carers.


	· To be aware of different ways of communicating and 

      understanding barriers to communication.

	Child and young person development


	· Record observations in an appropriate manner.
· Know how to obtain support and report concerns



	Safeguarding and promoting the welfare of the child


	· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with.



	Supporting transitions


	· Understand your own role and its limits, and the importance of providing care and support.


	Sharing information


	· Understand the importance of sharing information and know how to share information.



	Other Key Responsibilities

	To support the Head teacher/SLT by providing cover for absent teachers.
To liaise on a daily basis with the Assistant Head to ensure that where required lessons are covered and supervised.

To collaborate with Heads of Department / Faculty to ensure that students are provided with appropriate work.

To support the English and Maths departments by encouraging/helping individual students/small groups within lessons. (When not required for cover elsewhere).
To support the Pastoral Team with administration tasks.
To assertively mentor students alongside SLT.

To establish a resource bank of appropriate work so as to ensure the smooth operation of the cover system.
(Bearing in mind that some absence can be very short notice).
To incorporate into all aspects of cover work as appropriate:

· High expectations and a positive classroom environment;
· A positive school ethos with an emphasis on effective learning;
· A purposeful learning environment, both in class and around school;
· Effective classroom organisation;
· Consistent application of whole school Behaviour Management Strategies;
· Consistent application of whole school Rewards and Sanctions;
· An awareness that students present with a range of learning and behavioural.
To liaise with the Assistant Head on all issues pertaining to cover (including exam invigilation), so that good practice can be enhanced/improved as appropriate.

To cover the Inclusion Room as required and collect work.
(This is a room where students are placed for a part of a day, or a full day, as a result of poor behaviour in class or related issues).
To liaise with Heads of Department over any matter pertaining to the effective organisation of a cover lesson and related student matters.

To engage in appropriate staff development and training relevant to the post.
To undertake duties on a morning, lunch time and at the end of the school day, as agreed with the Assistant Headteacher
To carry out such duties as may from time to time be defined as reasonable by the Headteacher.

Report to line manager, in accordance with school procedures.

Or any other duties commensurate with the grade as directed by your Line Manager.

	Health & Safety 


	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 



	Equalities
	· Ensure services are delivered in accordance with the aims of the equality Policy Statement.
· Develop own and team member’s understanding of equality issues.





​​​​​​​​​​​​​​​​​​​​​​​​​DIRECTORATE               CHILDREN AND YOUNG PEOPLE’S SERVICE

PERSON SPECIFICATION
    

PERSON SPECIFICATION:

JOB TITLE:       Cover Supervisor
GRADE:
   Grade E
    

	CRITERIA
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	Qualifications & Training

Qualification related to child care/education

Minimum Level 2 /GCSE English & Mathematics equivalent
	X
	X


	5

5

	Experience

Appropriate experience of working with children in an education setting

Invigilating internal and external examinations. 

Managing student behaviour


	X
X
	X
	2,5

	Skills & Knowledge

Good numeracy / literacy skills

Good written and verbal communication skills: 
able to communicate effectively with all children, young people, families and carers

Good understanding of child/young person’s development and learning processes
Understanding of classroom roles and responsibilities

Working knowledge of relevant policies and legislation, Eg: child protection
Understanding the emotional behavioural needs of pupils

Behaviour management skills/counseling skills

ICT Literate

	X

X

X
	X

X

X

X
X
	2,4,5

2,4

2,4,5

2,4,5

	Personal Qualities

Team player

Good interpersonal skills

Wide range of interests:

(possibly likely to appeal to pupils)

Flexible and able to work independently

Able to maintain confidentially
Ability to adapt to change and work successfully in a team.

Willing to learn and develop new skills
	X

X

X

X

X

X

	X


	2,4

4

2,4



	Other Requirements

To be committed to the school’s policies and ethos.

To be committed to CPD

(Continuing Professional Development) 

Motivation to work with children and young people
Ability to form and maintain appropriate relationships and personal boundaries with children and young people
Emotional resilience in working with challenging behaviours; and, attitudes to use authority and maintaining discipline

	X

X

X 

X

X


	
	2 & 4

2 & 4

2 & 4



	Equal opportunities

To assist in ensuring that NYCC’s equalities policies are considered within the school’s working practices in terms of both employment and service delivery


	X
	
	2 & 4


Assessment: 1. Test prior to shortlisting (i.e. all applicants)  4. Probing at interview  

                  2.  From application form

                     5. Documentary Evidence       

                  3. Test after shortlisting

                     6. OTHER(Please specify)

JOB PURPOSE


To support the Head teacher/SLT by providing cover for absent teachers.


To liaise on a daily basis with the Assistant Head to ensure that where required lessons are covered and supervised.


To collaborate with Heads of Department / Faculty to ensure that students are provided with appropriate work.








Whilst this job outline provides a summary of the post, it is not a comprehensive list or description and the job will evolve to meet changing circumstances. Such changes would be commensurate with the grading and conditions of service of the post and would be subject to discussion and consultation. All staff are required to comply with the school's policies, procedures and ethos.





In relation to Data Protection, Information Security and Confidentiality, all staff are required to comply with the school's policies and supporting documentation in respect of these issues.








Equal Opportunities





North Yorkshire Council Council supports the principle of equality of opportunity in employment and has a clearly stated policy for Equalities and a copy can be downloaded from � HYPERLINK "http://www.nyorks.gov.uk" ��www.n-yorks.gov.uk�.  Yours school will have its own policies adapted from the County Council's Policy.
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