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Hanley Castle High School

Job Description – Cover Supervisor

	POST TITLE:
	Cover Supervisor 

	

	TERMS & TENURE:
	32.5 hours per week - term time only plus Professional Development Days.
Teaching Assistant Scale 3
£22,369 FTE to £26,845 FTE
Pro-rated to £16,878 to £20,255 

	

	LINE MANAGER:
	Cover Manager/Deputy Headteacher

	
	

	STAFF SUPERVISED:
	None


	OBJECTIVES OF THE POST

· The main objective of this post is to supervise the work set by absent teachers for in or out of the classroom.

· The primary focus will be to maintain a purposeful learning atmosphere to keep students on task. 

· Assist in the co-ordination of the supervision of individuals, classes and tutor groups assigned to teachers who are in meetings, participating in “out of school” activities, or absent due to illness or other circumstances.

· Assist with the organisation and publication of the daily cover required, and dealing with any last-minute emergency cover, in readiness for the start of the school day.
· If and when no cover is needed and all future known cover is planned, you would also be required to provide support to a teacher in a classroom or provide support for the School’s Senior Leadership Team.




	MAIN DUTIES
· To supervise classes, using pre-prepared materials, in the absence of their normal teacher.

· To explain clearly to students the work set by the teachers and to help students with organisation of their work and to ensure resources are available.

· To ensure there is a prompt and orderly start to the lesson and students are dismissed according to the school policy.  

· To complete a class register at the beginning of lessons.

· To promote the inclusion and acceptance of all students within the classroom.

· To respond to questions from students regarding process and procedures and generally assist and support students to undertake specific set activities.
· To support students consistently, whilst recognising and responding to their individual needs.

· To ensure the behaviour management policy, code of conduct and practices are followed, including rewards and sanctions. 

· To establish productive working relationships with students, acting as a role model and setting high expectations.
· To promote positive values, attitudes and good student behaviour, dealing promptly with conflict and incidents in line with established policy and encourage students to take responsibility for their own behaviour.

· To maintain the conditions for the completion of the work as required by the class teacher.

· To collect work at the end of lessons.  Completed work should be distributed to the teacher concerned.
· To provide feedback to students in relation to progress and achievement, using rewards and sanctions in line with school policy.

· To provide feedback to the teacher and subject leader as appropriate, commenting on behaviour of students during the class and any issues arising.

· To be responsible for keeping and updating records as agreed with the teacher.  
· Contributing to reviews of systems/records as requested.
· To liaise closely with the Leadership Team, Key Stage Leaders, Subject Leaders and teaching staff.

· To attend training, staff meetings and parents evenings as required.

· To provide support in the classroom with a teacher or other activities around the school, such as supervision of students in detention, invigilation etc at times when cover is not required.

· To provide administrative support to the Leadership Team at times when cover is not required.

To assist the Cover Manager when required to:

· Ensure that all classes are supervised in the absence of teachers.

· Organise daily cover as required by consulting the school diary and publishing the day’s cover in the appropriate way.  

· Contact supply agencies as appropriate.

· Complete the Nova T database each day for cover.

· Complete monthly returns of absence and supply and forward to the Head for authorisation.




	REQUIREMENTS

Please refer to the Person Specification.




	OTHER

This job description may be amended by agreement.



	DATA PROTECTION
During the course of employment, the holder of the role will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Regulation and in accordance with the HUET Data Protection Policy.



	HEALTH AND SAFETY

The post holder is required to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law following recognised codes of practice.  The post holder is also required to be aware of and comply with the LEA and School’s policies on health and safety.




	COMMITMENTS

Commitment to the community ethos of the school, helping to promote appropriate behaviour and correct uniform wearing when dealing directly with pupils and to Equal Opportunities and Safeguarding.
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