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Cover Supervisor - Job Description

1. INTRODUCTION

· To supervise whole classes during the short-term absence of the assigned teacher.
· To give instructions for the lesson as provided by a teacher, with the primary focus of the role being to keep students on task and to maintain good order.  
· Respond to general questions and provide general feedback to teachers whilst not being required to undertake ‘specified work’ (planning, preparation, delivery, assessment, recording and reporting of achievement, progress and development). 
· To assist with departmental administration requirements including reprographics, school displays and general admin.
· The work may be performed at any of the schools in the MAT as required.

Reporting to:	Deputy Headteacher

Liaising with:	Cover Manager, SLT, Curriculum Leaders, Classroom Teachers, LSAs, Support Staff


2. RESPONSIBILITIES

· Provide cover for registration periods. 
· Deliver lessons where the normal cover has been left, to a high standard with limited preparation time and, on occasion, at short notice.
· Manage the behaviour of students effectively, putting an end to any unacceptable behaviour before it escalates, and ensuring a constructive environment.
· Provide students with a positive learning environment so as to aid student progress.
· Deal with any issues, whether behavioural or otherwise, in the appropriate manner and in line with the school’s policies and procedures.
· Collect work at the end of the lesson, as requested, and return it to the teacher.
· Complete the lesson feedback sheet and send it to the teacher.
· Resolve any queries with cover, speaking with other staff members or providing additional tasks yourself of suitable quality.
· On occasions when cover is light carry out tasks to support the school, which could include suitable administrative tasks, data input tasks or supporting individual departments.
· To attend pre and after school meetings as required, i.e. staff briefing, staff meetings.
· Be aware of the different needs of individuals and ensure that students have equality of access to opportunities to learn and develop.
· Support the use of ICT where appropriate, making appropriate use of equipment and resources.


3. TRAINING

· To attend training in identified areas as part of the school’s Performance Management Cycle. 


4.  SCHOOL ETHOS

· To play a full part in the life of Stour Valley Community School; to support its ethos and to encourage all students and staff to follow this example.
· Actively promote the School’s policies at all times.
· Comply with the School’s Health and Safety Policy at all times.



To model the professional behaviours at all times,
especially under challenging circumstances.



The job description may be changed to reflect or anticipate changes in the requirements of the position which are commensurate with the job title and grade. This will always be done in consultation with the post holder.
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PERSON SPECIFICATION - Cover Supervisor 

	General heading
	Detail
	Examples

	Qualifications & Experience
	Specific qualifications & experience
	Successful recent experience working with children in an education environment

	
	Knowledge of relevant policies
	Understanding of principles of child development and learning processes

	
	Literacy & Numeracy
	GCSE English and Maths Grades A*-C or equivalent

	
	Technology
	Good working knowledge of ICT to support learning

	Communication
	Written
	Ability to write detailed lesson feedback reports

	
	Verbal
	Ability to use language to communicate information clearly

	Working with children
	Behaviour Management
	Ability to demonstrate effective implementation of the school’s behaviour management policy and strategies which contribute to a purposeful learning environment

	
	SEN
	An understanding of the additional needs of SEN students

	
	Curriculum
	Good understanding of the school curriculum

	
	Child Development
	Detailed understanding of child development
Motivate, inspire and have high expectations of students

	
	Behaviour Management
	Ability to demonstrate effective implementation of the school’s behaviour management policy and strategies which contribute to a purposeful learning environment

	Working with others
	Working with partners
	Ability to make a proactive contribution to the work of the school

	
	Relationships
	Ability to establish rapport and respectful and trusting relationships with students and adults

	
	Team work
	Ability to work effectively with a range of adults
Good sense of humour

	
	Information
	Contribute to the development and implementation of effective systems to share information 

	
	Child Protection
	Understand and implement child protection procedures

	Responsibilities 

	Organisational skills
	Good organisational skills
Ability to remain calm under pressure
To be flexible
Follow instructions accurately

	
	Time Management
	Ability to manage own time effectively
Ability to adapt quickly and effectively to changing circumstances or situations

	
	Creativity
	Demonstrate creativity and an ability to resolve problems independently
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