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Job Description

Job Title: Cover Supervisor

Salary: NJC point 6 £19,171 to Point 11 £21,166 FTE (pro to term time  + inset days)  35.5 hours per week
Responsible to: Assistant Principal
VISION AND PURPOSE

To work under the guidance of teaching staff and within an agreed system of supervision, to implement work programmes with individuals/groups in or out of the classroom including the supervision of whole classes during the short term absence of teachers.
ACCOUNTABLE FOR

· Supervise work that has been set in accordance with the school policy

· Manage the behaviour of pupils whilst they are undertaking this work to ensure a constructive environment.

· Respond to questions from pupils about process and procedures.

· Assist pupils to undertake set activities as appropriate.

· Deal with any immediate problems or emergencies according to the schools policies and procedures.

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

· Report back as appropriate using the schools agreed referral procedures on the behaviour of pupils during the class and any issues arising.

· Establish productive working relationships with pupils, acting as a role model and setting high expectations.

· Promote the inclusion and acceptance of all pupils within the classroom

· Support pupils consistently whilst recognising and responding to their individual needs.

· Encourage pupils to interact and work co-operatively with others and engage all pupils in activities

· Promote independence and employ strategies to recognise and reward achievement of self-reliance.

· Provide feedback to pupils in relation to progress and achievement.

· Be available to undertake other work with pupils as directed by SLT on the occasions when there are no lessons to cover

· Be responsible for keeping and updating records as agreed with the teacher, contributing to reviews of systems/ records as requested.

· Be aware of and comply with policies and procedure relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to the appropriate person.

· Contribute to the overall ethos/work/aims of the school

· Establish constructive relationships and communicate with other agencies/professionals, in   liaison with the teacher, to support achievement and progress of the pupils.

· Attend and participate in meetings

· Participate in training and other learning activities as required.

· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate.

· Undertake planned supervision of pupils’ out of hours learning activities

· Supervise pupils on visits, trips and out of school activities as required.

The post holder must at all times carry out his/her responsibilities with due regard to the Academy's policy, organisation and arrangements for Health and Safety at Work.

Performance management

Participating in the Academy’s arrangements for performance management, professional development and the Academy’s arrangements for quality assurance and internal verification.

General responsibilities

To undertake such other duties appropriate to the grade of the post as the Principal may from time to time reasonably determine.
CONTEXT

All staff are part of a whole Academy team.  Each individual is required to support the values and ethos of the Academy and Academy priorities as defined in the Academy Improvement Plan.  This will mean focusing on the needs of colleagues, parents and students and being flexible in a busy pressurised environment.

Due to the nature of this job, it will be necessary for the appropriate level of Criminal Record Disclosure to be undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Academy.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.
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