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CATHOLIC SCHOOL




	JOB PROFILE

Cover Supervisor


	The Role
	· To cover lessons and be responsible for the whole class in the absence of the regular class teachers – this will involve delivering the set work, monitoring the class and making sure students are kept on task and behaving appropriately
· To be visible on the corridor at times of lesson changes and to secure good behaviour
· When not covering lessons, to support whole school administration as directed by the office manager
On a daily basis, cover supervision is likely to include:

· Supervising work that has been set in accordance with the school policy

· Managing the behaviour of students whilst they are undertaking this work to ensure a constructive environment

· Responding to any questions from students about process and procedures

· Dealing with any immediate problems or emergencies according to the school’s policies and procedures

· Collecting any completed work after the lesson and returning it to the appropriate teacher

· Reporting back as appropriate using the school’s agreed referral procedures on the behaviour of students during the class, and any issues arising  


	
	

	Experience
	· Working with or caring for children of relevant age

	Qualifications
	· Good numeracy/literacy skills

· Good communication skills

	Knowledge/
skills
	· Use basic technology – computer, IWB, photocopier

· Ability to relate well to students and adults

· Work constructively as part of a team, understanding classroom roles and responsibilities and your own position within these 

· To be confident with behaviour management skills and be able to keep groups of students on task

	General
	· Applicants should also note that, given the nature of the work, it is highly likely that a criminal record check (enhanced disclosure) from the Criminal Records Bureau would be required, to ensure their suitability for working with children

· In general terms, those undertaking cover supervision should:

· Be familiar with the full range of school policies, particularly those regarding health and safety, behaviour, equal opportunity issues, special education needs (SEN) safeguarding and the staff code of conduct
· Have the necessary skills to manage safely classroom activities, the physical learning space and resources for which they are responsible

· Understand and be able to use a range of strategies to deal with classroom behaviour as a whole and also individual behavioural needs
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description 
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