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Job Description
SERVICE AREA:
CHILDREN & YOUNG PEOPLE

SECTION:

WESTBOROUGH HIGH SCHOOL 


POST TITLE:
ADVANCED EDUCATIONAL TEACHING ASSISTANT - COVER SUPERVISOR
GRADE/SCALE:
Grade 8 (SCP 19 – SCP 22)
PURPOSE OF JOB

To work as part of a team including teachers and other support staff to support the learning and welfare of all pupils.  

To provide practical support for learning, educational activities, developing social skills, integration and for securing pupils’ physical and emotional well-being.

To assist in the co-ordination and supervision of other support staff under the direction of the senior staff.

KEY AREAS

1. Teaching and learning support

2. Pupil support and supervision

3. Curriculum support

4. Supervision of staff

5. General/additional duties
1. Teaching and Learning Support

· To undertake cover in the absence of the class teacher.

· To encourage pupils to complete the work set and to complete records for absent colleagues regarding this work 

· To provide objective and accurate feedback and reports as required, to the teacher on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence

· To ensure a purposeful and constructive environment in which pupils can complete the work which has been set

· To collect any complete work after the lesson and return it to the appropriate colleague

· To collate a bank of supervision work for subjects in liaison with curriculum co-ordinators and to assist with planning learning activities

· Where appropriate prepare the classroom for lessons and to clear afterwards

· To assist pupils in using resources e.g. ICT

· To work with pupils in small groups, delivering intervention as required

2. Pupil Support and Supervision

· To manage the behaviour of pupils whilst they are undertaking their work to ensure a constructive environment in support of learning. 

· To respond to any questions from pupils about process and procedure.

· To implement strategies to recognise and reward pupil achievement.

· To report as appropriate on the behaviour of pupils during lessons and on any other relevant issues which may have arisen.

· To assist with the supervision of pupils outside of lesson times, including before and after school and at lunchtimes. 

· To participate in school visits, assisting with activities as required.

· To support the school’s Health and Safety Policy

3. Curriculum Support

· To have a full knowledge and appreciation of the range of activities, opportunities, organisations and individuals that could be drawn upon to possible action support.

· To maintain stock of resources, ordering new replacements as agreed with

colleagues, to support the work across the team in its delivery of service.

· To contribute in the presentation of pupils’ work and maintenance of display areas.

· To assist with the preparation and tidying of the classroom and upkeep of resources.

· To attend and contribute to duty related meetings as required.

· To assist in the planning and implementation of structured and agreed learning activities and teaching programmes.

· Assist with the school’s day to day administration and working under the direction of the senior staff/line manager including: photocopying, filing, word processing, making telephone calls, supporting with examinations & controlled assessment as requested.

4. Supervision of staff 

· Assist in training new and temporary members of the team, particularly on the behaviour management strategies or learning strategies.

· Assist in the line management of staff as required by the school
· To complete records as necessary concerning the employment, payment and training of other staff as required by the school.

· To consult and attend meetings with the teachers and support staff regarding staffing arrangements and relief cover as required.

5. General/additional duties 

· To undertake first aid and lunch/breaktime and other duties as required by the school.
· As part of your wider duties and responsibilities you are required to promote and actively support the Councils responsibilities towards safeguarding. Safeguarding is about keeping people safe and protecting them from harm, neglect, abuse and injury. It is about creating safe places, being vigilant and doing something about any concerns you might have. Safeguarding relates to everyone who may be vulnerable, not just the very old and the very young. Please refer to the Employment Page, ‘More about working for Kirklees Council’ on the Kirklees website. 

Please click this link https://www.kirklees.gov.uk/beta/working-for-kirklees/pdf/kirklees-council-safeguarding-policy.pdf to read our safeguarding policy.
Alternatively go to: https://jobs.kirklees.gov.uk/GenText.aspx?page=page1
· Carry out your duties with due regard to current and future School’s/LA’s policies, procedures and relevant legislation. These will be drawn to your attention in your appointment letter, your statement of particulars, induction, on-going performance development and through School communications.

· To play a full part in the life of the school community, to support its distinctive ethos and to be a positive role model in encouraging staff and students to follow this example.

· To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate.

· To support the wider development of students and the school’s commitment to enrichment activities.

· Other duties commensurate with the grade of the post as directed by the Headteacher.

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.

Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post.
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