





Heathfield Community School
Job Description:  
Job title: Cover Supervisor
Salary:  Grade 12, £21,163 - £24,062
Hours: Full/Part-time
Contract type: Permanent Term time plus 5 days
Reporting to: Cover Manager and SLT Link 

Main purpose 
· To supervise and cover a lesson during the absence of a qualified teacher 
· Ensuring that safeguarding requirements and other relevant regulations are in place and adhered to including the completion and recording of necessary checks.
· Contributing to the overall ethos, work and aims of the school.

Duties and responsibilities 
· Under the direction of a qualified teacher, following agreed lesson plans, support the learning of individuals using strategies appropriate to the needs of students, providing feedback and liaising with colleagues.
· Understand and be able to use a range of strategies to manage classroom behaviour as a whole and also individual behavioural needs. Therefore, being able to respond to unacceptable behaviour before it escalates.
· To register and record pupil attendance in lessons.
· Set homework previously prepared by the teacher.
· To report matters of concern regarding safeguarding or behaviour in a timely manner in line with the school’s policies and procedures.    
· As required, assist with specific aspects of learning and personal development within a particular project, initiatives or activities – on or off school site including 1:1 or small group work.

Other areas of responsibility
The post holder will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.
Please note that this is illustrative of the general nature and level of responsibility of the role and this Job Description and does not define in detail all duties/responsibilities of the post. The postholder may be required to do other duties appropriate to the level of the role, as directed by the Headteacher. The Job Description will be reviewed on a regular basis and may be subject to modification or amendment after consultation and agreement with the postholder. Additional detailed guidance can be found in the Heathfield Community School Practice document which is issued to all members of the teaching staff. 




Problem Solving and Creativity
· Creativity is not an on-going requirement of the job. The resolution of problems will usually involve applying predefined responses to problems/situations encountered and are largely regulated by laid down procedures. 
· Use a variety of interpersonal techniques to establish supportive relationships with students, colleagues, parents, carers and outside agencies 
· The postholder will need to be flexible and creative in their daily work practices. 

Decision Making 
· Liaise with teachers to support them in covering lessons and making certain decisions independently, albeit under the overarching direction of the teacher.   
· Contribute to the identification a selection of students for specific interventions such as social skills or literacy and numeracy sessions.  
· Seek guidance and support from colleagues as required.   
· Understand when it is necessary to raise concerns, and ensure this is done in line with relevant policy and procedure.   
· Adapt approach to respond appropriately to situations that arise.  
· Within the agreed school policies, guidelines and rules, decide on when and how to apply a range of strategies for the benefit of the students in relation to their educational activities, behaviour and care.  These decisions often need to be made immediately to deal with the situation presented. 
· On occasions there will be a need to make immediate decisions, without initial referral to SLT, in relation to immediate care, control and safety of students with additional educational or personal needs.

Physical Effort and Working Conditions: 
The post holder has a high level of usage of IT equipment on an ongoing basis. Majority of the job holder's work will involve the use of computer systems.  

Contacts and Relationships 
· Cover Manager
· Teaching team
· Pupils
· Parents
· Staff


Person specification
	CRITERIA
	QUALITIES

	
	ESSENTIAL
	DESIRABLE

	Qualifications 
and training
	· GCSE’s grades 4 and above in English and Maths as a minimum standard 
	

	Experience
	· Ability to work constructively as part of a team.
· Experience with working with young people and supporting them with their learning.
	· Working with children or young people
· Working within Education

	Skills and knowledge
	· Ability to build and form good relationships with students, staff and external agencies. 
· Ability to proficiently use office computer software including word-processing, spreadsheet, database and internet systems.
· Knowledge of relevant policies, procedures, codes of practice, and awareness of relevant legislation, for example, safeguarding. 
· Maintain and respect confidentially.
· Good oral and written communications skills with attention to detail
· Ability to respond quickly and effectively to issues that arise
· Ability to build effective working relationships with colleagues 
· Understanding of data protection and confidentiality 
	· Understanding of safeguarding


	Personal qualities
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality
· Embraces change well
· Deals with difficult situations effectively
· Punctual
	



	 
	


Page | 1
	
	


Page | 3
image5.png




image6.png




image7.png




