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Job Description 

	Job Title:
	Cover Supervisor

	Working Hours:
	
31.25 hours per week 
(8.15am-3.15pm with 45 minutes lunch break)
Term-time only, Monday to Friday 


	Department:	
	Support Staff – general cover

	School:
	
Robert Clack School

Although you may be based on one school site, your role is not site specific.

o provide support to the senior leadership team as and when required.in particular for Science, Technology, Maths, Business Stu

	Reports to:
	Steve Richardson

	Responsible for:
	N/A

	Number of Posts Supervised/Managed:
	N/A



1. Purpose of the Job:
	
· Work under the guidance of teaching staff to deliver cover lessons in the classroom during the short / long term absence of teachers.
· Supervise lessons during the short / long term absence of teachers.
· Deliver cover lessons and supervise classes for a wide range of subjects, number of pupils and pupil abilities.  
· Assist with managing the behaviour of pupils.
· To support and promote the safeguarding, and welfare of all children and young people attending Robert Clack School.
· Promote positive, professional relationships with pupils, parents and colleagues to support the best interests of the pupils.
2. Main Activities:
Cover / Supervision
· Responsible for being proactive by checking on a daily basis when you are required to provide cover or supervision.
· Responsible for delivering cover lessons to pupils as and when required during short / long term teacher absence.
· Arrive at the necessary classroom prior to the start of the lesson.
· Ensure that registers are taken during each lesson and for form time (if required to cover a form class).
· Explain the cover work that has been set (by a teacher) to pupils and instruct them appropriately to ensure that they complete the work.  Supervise planned learning activities.
· Respond to any pupils’ questions or queries regarding the process or procedures.
· As required, offer explanations of the lesson content to assist pupils.
· [bookmark: _GoBack]In lessons where pupils have a range of abilities, adjust cover work to suit the needs of individual pupils.
· Collect completed work as necessary at the end of the lesson and ensure that the work is passed on to the appropriate teacher.
· Provide feedback to the appropriate teacher on the cover lesson e.g. how the lesson went and any positives or negatives.
· Supervise pupils during education trips / out of school activities as required.
· Act as a Form Tutor, when required.  
· Participate in arrangements to prepare pupils for public and school examinations, and participate in supervision of pupils during exams, as required. 
· Attend school / department meetings, as required.

Behaviour Management
· Ensure that pupils are aware of the rules and routines for behaviour in lessons.  
· Ensure that pupils are aware of the high standards of behaviour expected from them by promoting excellent behaviour in lessons, and around the school, in accordance with the school’s Behaviour Policy.  Be a positive role model.
· Report, as appropriate using the school’s agreed referral procedures, on the behaviour of pupils during the lessons (positive or negative), and any issues that arising.
· Maintain high standards of health and safety in accordance with the school’s policies.  
· Make a positive contribution to the school’s ethos and the wider school community.
· Develop professional and positive relationships with colleagues.

3. Statutory Requirements:

This post carries a requirement to have a Disclosure and Barring (DBS) check for Children. 

4. General Accountabilities and Responsibilities:

· Ensure compliance with appropriate legislation, Council Policies, the Council Constitution, Financial Rules and other requirements of the Council.
· Promote the development of a high quality individual need led service, to comply at all times with the Council’s policies and procedures, particularly those regarding Data Protection, Equalities and Diversity and Health and Safety.
· Undertake a proactive, committed approach towards the Council’s Best Value ethos.
· Ensure compliance with, and actively promote the Council’s Equalities and Diversity policies and strategies.
· Ensure compliance with, and actively promote Health and Safety at work legislation, Council and Departmental Health & Safety policies and procedures.
· Comply with the competencies and standard requisites agreed by the Council as relevant to your post.
· Comply with the Data Protection Act 1998 (all employees of the Council will not disclose or make use of, for their private advantage, any information held on manual or computer records, which are not available to the public, however acquired).
· Take responsibility for continuing self-development and participate in training and development activities.

The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other appropriate duties as may be required by the Line Manager within the grading level of the post and the competence of the post holder.
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