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Tel:   020 8886 2165




           Headteacher:  Mrs S Gilling
Fax:  020 8886 6552

JOB DESCRIPTION

POST:

           Cover Supervisor


           Fixed Term till 31.08.2019 in the 1st instance
LINE MANAGED BY: 
           Personnel and Cover Officer

SLT LINE MANAGER FOR COVER     Headteacher

SALARY:
Scale 5:  Actual salary range:  £19724-21480pa


36 hours x 39 weeks per annum

IMPORTANT FUNCTIONAL RELATIONSHIPS:

Headteacher

Deputy Headteacher


Inclusion Manager

Colleagues


Parents / Guardians


Students

CORE PURPOSE:

· To be committed to and contribute to the school’s Catholic ethos, work and aims of the school, enshrined in the school’s Mission Statement

· Ensure that you provide an effective service and maintain the school’s high standards.

· Carry out all duties and responsibilities in accordance with the school’s Mission Statement, contents of the Staff Handbook, policies, current practice and your duty of care for the student’s well-being and safety.  Do not do anything to bring the name or ethos of the school into disrepute.

PRINCIPAL DUTIES

· To supervise classes during the short-term absence of the assigned teacher.
· To carry out breaktime and  lunchtime supervision duties in the Lower Site Library as required.
· To invigilate internal and external examinations (when not required for cover)

· To undertake patrol duties. (when not required for cover)
· Assist in the Admin Dept (when not on cover) as directed Personnel and Cover Officer
Main Duties and Responsibilities
1. Supervise work that has been set by the absent teacher.

2. Manage the behaviour of pupils whilst they are undertaking this work to provide a constructive learning environment.

3. Respond to any questions from students about process and procedures.

4. Deal with any immediate problems or emergencies according to the school’s policies and procedures.

5. Collect completed work after the lesson and pass to the appropriate teacher.

6. Report, as appropriate using the school’s agreed referral procedures, on the behaviour of students during the class and on any problems arising.

7. Support the day to day work of the school as directed when not supervising classes 

8. Invigilate examinations.

9. Be aware of and support diversity to ensure that all pupils have equality of access to opportunities to learn and develop.

10. To act at all times in accordance with school policies and to provide a professional role model for pupils, parents and other staff.

11. Undertake any tasks, which may fall within the scope of this post as maybe reasonably directed by the Headteacher or their representative

12. The post holder shall ensure the duties of the post are undertaken with due regard of the Schools Health and Safety Policy and their personal responsibilities under the provision of the Health and Safety at Work Act 1974 and relevant subordinate legislation.

13. Assist in promoting the school to visitors through updating visual display boards in Public Areas and assisting Subject Teachers as requested.

Support for the school

· Due to St Anne’s being a split site school it will be necessary as required to work at either Enfield or Palmers Green site.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all your concerns to the students’ Achievement Leader, Inclusion Manager or Child Protection Lead.
· Under the direction of the AHT KS4 with Site responsibility and Director of KS3, assist with the supervision of students out of lesson times, including before and after school and during lunchtime, in order to ensure the students’ safety and good behaviour.

· Under the guidance/direction of your line manager undertake clubs/activities before school and/or during lunchtime and/or after school to encourage learning.

· Be aware of and support difference and ensure all students have equal access to opportunities to learn and develop.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.

· Accompany teaching staff and students on visits, trips and out of school activities as required and take responsibility for a group under the supervision of the teacher. 
EXPECTATIONS OF ALL STAFF (Teaching & Support)

· Support the Headteacher and Strategic Leadership Team in creating a culture for learning, high standards of achievement and success for all the students. 

· Remember the duty of care for all the students in classrooms and around the buildings.

· Carry out all duties and responsibilities in accordance with the school’s Mission Statement, contents of the Staff Handbook, policies, current practice and the duty of care for the students’ well-being and safety; not to do anything to bring the name or ethos of the school into disrepute.

· Work flexibly as a member of a team, and undertake such other duties as may be required within the scope of this post.  

· Deal with enquiries efficiently and sensitively.

· Ensure absolute confidentiality in all matters relating to the students, staff and school business.

· The post holder will ensure that the duties of the post are undertaken with due regard to the School’s Health & Safety Policy and to their personal responsibilities under the provisions of the Health & Safety at Work Act 1974 and all other relevant subordinate legislation.

· Be aware of and comply with policies and procedures relating to child protection, health & safety, security and confidentiality. 

· Report child protection (CP) concerns immediately to the named CP person(s).   

· Attend and participate in relevant meetings, training, performance development and other activities as required.
SAFEGUARDING (CHILD PROTECTION)

St. Anne’s is committed to safeguarding and promoting the welfare of children and young people.  Therefore, all employees working at this school are expected to share this commitment.

NOTE

This job description should not be viewed as a comprehensive description of the post. Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  

Employees will be expected to comply with any reasonable request from those in a position of responsibility to undertake work of a similar level that is not specified in this job description.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the salary scale and job title.

Signature of Post holder
           ………………………
Date

Signature of Headteacher
          ………………………    Date
Cover Supervisor December 2018

