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Job Description
Post Title:    Cover Supervisor

Pay Range APT&C:  Scale 4   £19,544 - £21,166 (pro rata)  £6,716 - £7,274 (actual)
Hours: 15 per week, Term Time only


Responsible to:  Cover Co-ordinator / Deputy Headteacher


	Main purpose of the job:  

· To provide stability and continuity for students whose lessons are affected through          short-term teaching staff absence, by providing cover for whole classes.

· To support teaching and learning activities across the house and whole school as directed

· To provide administrative support for departments within the house



	Areas of responsibility and key tasks:    

Leadership: Strategic direction and Development 

· To undertake continuing training to ensure skills are appropriate to complete the required tasks with competence 

Teaching and Learning
· 
To provide cover for whole classes supervising work set in accordance with school’s
     policy.

· 
To maintain order in class and keep pupils on task.

· 
To respond to questions and generally assist pupils to undertake set activities

· 
To support, assist and supervise children in or outside classes under the direction of the
     teacher.

· 
To collect any completed work after the lesson and return it to the appropriate teacher.

· 
To provide assistance, as required, in the development of learning resources within the 
     house.  

· To implement agreed learning activities/teaching programmes, adjusting activities according to pupil responses/needs

· To support the use of ICT in learning activities and develop pupils’ competence and independence in its use

· To encourage pupils to interact and work co-operatively with others and engage all pupils  

     in activities

· To be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· 
To provide general clerical/admin support to departments within the house as directed by class teachers

· 
To provide feedback to teachers in relation to pupils’ progress and achievement

· To monitor and evaluate pupils’ responses to learning activities through observation and planned recording of achievement against pre-determined learning objectives

· To undertake marking of pupils’ work in lessons using mark schemes provided by the teacher and accurately record achievement/progress

· To administer and invigilate tests and/or examinations when required.

· To use agreed learning programmes and adjust as necessary according to pupil needs.

· Support the development of independent learning skills.

Curriculum and Experience

· Support, assist and supervise pupils in or outside classrooms under direction of the teacher.

· Work with teams of teaching and support staff as required on whole school activities

Support and Guidance
· To assist at break/lunchtime/after school detention as required
· To report back as appropriate using the school’s agreed referral procedures on the behaviour of pupils during the class and on any issues arising

Assessment

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

· Make use of centrally held data to inform approaches used with students



	Job Activities: 
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