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 Allerton Grange School

  Job Description
Job Title:
Lead Cover Supervisor 

Responsible to:              Deputy Headteacher/SLT
Responsible for:             Line Management of Cover Supervisors

eadteach

Purpose of the Role:

· To implement work programmes with individuals/groups in or out of the classroom including the supervision of whole classes during the short term absence of teachers.

· To head a team of Cover Supervisors.

· Cover and co-ordinate cover supervisors/supply during peak work periods and in the absence of the cover administrator. 
· To liaise with teaching staff to co-ordinate an approach to support pupils to raise achievement.
· To develop planning for lessons for individuals/groups or short term for whole classes as directed. 

· To actively develop subject knowledge across the KLAS curriculum 
· To work as a team with Curriculum Leaders and teaching staff to make sure appropriate work is organised for and distributed to cover supervisors.

· To deal with any issues arising regarding Cover Supervisors roles and responsibilities e.g. personnel, punctuality, welfare.
· To be responsible for the continuing professional development of Cover Supervisors.
· To be responsible for the ordering of necessary equipment and managing the budget.

Main Duties

1. To establish productive working relationships with students, acting as a role model and setting high expectations.

2. To support students consistently whilst recognising and responding to their individual needs.

3. To within an agreed system of supervision, plan challenging teaching and learning objectives to evaluate and adjust lessons/work plans as appropriate. 

4. Supervising whole classes during the short-term absence of the teacher.
5. Supporting individuals and groups of pupils to enable access to learning. This could include those requiring detailed and specialist knowledge in particular areas.

6. Supporting pupils to understand instructions 
7. Supervising the students on work left in accordance with the school policy. 

8. Responding to students about the work that has been set.

9. Assisting in preparing the learning environment and the materials used therein.

10. Working with curriculum areas to support teaching and learning in that area.

11. Assisting with the management of student behavior to ensure a constructive working environment.

12. Supporting the use of ICT during learning activities and develop pupils competence and independence in its use.

13. Administering and assess routine tests which have predetermined answers and involve no element of professional judgment or assessment.

14. Providing general clerical admin support- administer course work, produce worksheets, photocopying, typing, filing, collecting money etc.

15. Collecting any work completed after the lesson and returning it to an agreed person/place.

16. Leaving the room in good order at the end of the lesson.

17. Supervising entry and departure of students in accordance with school policy.

18. Recording and reporting attendance at lessons in accordance with school policy.

19. Dealing with any immediate problems or emergencies according to the schools’ policies and procedures. 

20. Following school policies and procedures especially those relating to child protection and health and safety.

21. Providing objective and accurate feedback and reports as required to the teacher on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence.

22. Respecting confidential issues linked to home/students/teacher/school work and to keep confidences as appropriate.

23. Provide administrative support when not required for cover invigilation.
24. To assist with the supervision of pupils out of lesson times including before and after school and at lunchtimes.

25. Participating in training and other learning activities and performance development as required.

26. Line managing the school’s cover supervisor team and represent the team where necessary

27. Coordinating regular meetings of the cover supervisor team with clear agenda items and sending Minutes to the line managers.
28. Acknowledge the responsibilities and celebrate the achievements of individuals and teams.
29. Coordinating effective strategies for staff induction, professional development and performance review for members of the cover supervisor team

30. Managing own workload and that of other cover supervisors.

31. Ensuring effective planning, allocation, support and evaluation of the work undertaken by the cover supervisors team 

32. Organising ‘back-up timetables’ for cover supervisors at the start of each academic year
33. Overseeing agency support and cover supervisor timetable allocation in the absence of the cover administrator or as directed at key points during the year. Key duties include: liaising with agencies and school staff, updating SIMS and maintaining key records (e.g. single central record/agency folder). 
34. Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined

The above is not exclusive nor exhaustive and the school may require the job holder to undertake duties commensurate with the role.

All staff are required to promote and actively support all school policies.  Staff must be aware of and support our safeguarding responsibilities.  Safeguarding is about keeping people safe and protecting them from harm, neglect, abuse and injury.  It is about being proactive and vigilant and acting on any concerns you might have.
Job description will be subject to review as required. 

	Economic Conditions: 

	Annual Leave:
	Term time only working 

	Grade

Hours:
	SO2
37,  Usually 7.45am – 3.45pm, 

	
	

	Conditions of Service:
	NJC Conditions apply    


	Professional Development

There are opportunities for professional development and a comprehensive CPD programme for staff. 

Allerton Grange has a positive commitment to the training and development of employees in all areas. Similarly employees are also expected to adopt a positive attitude to any training provided and also to their own personal development.
It is expected that the post holder will participate and may deliver training and other learning activities as required.



	Relationships: The post holder will be required to maintain effective relationships with students, parents,  staff and school governors. Along with any external agencies and the general public.


	Qualifications 

Good GCSE/A Level/NVQ Level and ICT qualification or equivalent experience is desirable.


	Physical and Working Conditions:

Newly refurbished modern office environment.  

Frequent use of IT equipment.  Professional dress code. No on site smoking facility. 


	Person Specification

Detailed below are the type of skills, experience and knowledge, which are required of applicants applying for the post.  The 'Essential Requirements' indicate the minimum requirements; areas detailed under 'Desirable Requirements' are additional attributes to enable the applicant to perform the position more effectively or with little or no training.  They are not essential, but may be used to distinguish between acceptable candidates.  Please ensure that you provide examples that clearly demonstrate you meet this specification in your application form. 


	Skills Required 

	Ability to use relevant equipment/resources and technology to support learning

Knowledge of relevant policies/codes of practice and awareness of relevant legislation.

Good verbal and written communication skills and ability to relate well to young people and 

adults

Work constructively and flexibly as part of a team, understanding roles and responsibilities.

Ability to identify own training and development needs and participate in on-going training. 

Ability to manage classroom activities and the physical learning space.

Ability to motivate and manage personnel.

Ability to manage resources

Very good numeracy/literacy skills; A good level of English and Maths GCSE or equivalent 

Ability to relate well to children and adults

Ability to lead and manage others

Good time management and organisation skills 

Ability to communicate effectively, orally and in writing

Accuracy and attention to detail 

Able to identify problems, use initiative and refer to senior staff as necessary 

Flexibility in order to adapt to the changing needs of the school

	Knowledge/Qualifications Required 

	Minimum of Level 3 qualifications.

Excellent numeracy/literacy skills

Familiarity education safeguarding legislation and agenda’s 

Working knowledge of national/foundation stage curriculum and other relevant learning programmes/strategies

Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation

Understanding of classroom roles and responsibilities and your own position within these areas 

Understanding of principles of child development and learning processes

NVQ level 3 for Teaching Assistants or equivalent qualification or experience

Training in the relevant strategies e.g. literacy and/or in particular curriculum or learning area e.g. bi-lingual, sign language, dyslexia, ICT, maths, English, CACHE etc.

An understanding of equal opportunities

Understanding/awareness and commitment to the School Culture Code, Safeguarding/Child Protection 

	Experience required 

	Experience of working within a learning environment
Understanding of classroom roles and responsibilities and your own position within these.

Experience of working as a team leader/Supervisory and/or management experience 

Managing and developing a team 

Experience working with children of relevant age

Working in partnership with others 

Demonstrating and using own initiative

Working in a classroom environment 

Leading learning based activities with large groups of students 

Managing behaviour 

Working as a member of a team 
Maintain accurate records using both manual and electronic systems

Demonstrating and using own initiative

Dealing with and implementing change
Motivating others and leading by example 


	Behavioural & Other Related Characteristics required

	Commitment to fulfil all the requirements of the job and provide a good quality of service

Ability to work positively with colleagues creating a good working environment

Customer orientated and able to relate well to adults and children 

An ability to maintain confidentiality. 

Confidence, enthusiasm, flexibility, and responsiveness to work 

A desire to learn and to work with all to promote the aims of the school. 

Commitment to hard work, team work and supporting others

Present a positive personal image, contributing to a welcoming environment

An interest in education and schools

Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development.

Commitment to Equal Opportunities and Safeguarding
Be able to fully commit to and demonstrate the following Allerton Grange behaviours and values:

· Integrity: We are consistent in our actions, with a deep commitment and courage to do the right thing for the right reason, regardless of the circumstances, that are always in the best interest of the school. 

· Compassion: We demonstrate a willingness and desire to be kind to others. We are thoughtful and aware of what others’ lives and experiences are like. 

· Humility:  We are without any ego; we think of others before our self. We are open to the opinions of others and allow them to undertake their role with independence. 

· Collaborative: We are collaborative in our approach and in the way we face challenge; working together, listening and learning from each other.

· Modelling: We model the highest of expectations for behaviour and conduct in everything we do. We lead by example and act as positive role models. 

· Diligent: We are diligent in our work. We concentrate persistently to achieve our goals whether personal, professional or academic. 

· Enabler: We enable others to act and bring about positive change. We build the trust, confidence and competence to succeed. 

· Learning agility: We recognise all experiences as learning opportunities. We question why things went well or not to plan/ not as expected.

· Emotional intelligence: We adapt our emotions in a positive way to mitigate negative emotions in others, enabling a better outcome to be found.

· Courage: We are confident in our own abilities to address challenges. We have a strong moral core, which others recognise. 

· Critical thinker (intellectual curiosity): We engage with a variety of sources of authority before deciding on a course of action.




	PERSONAL SPECIFICATION DESIRABLE REQUIREMENTS: It is desirable that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates are not required to meet all the Desirable requirements however these may be used to distinguish between acceptable candidates



	Skills Required 

	Understanding of principles of child development and learning process.

Knowledge of and ability to use a range of strategies to deal with classroom behaviour as a whole and also individual behavioural needs.

HLTA qualification with a desirable 

Working knowledge of SIMS 

ICT qualification 

	Knowledge required 

	SEN code of practice

	Experience required 

	Working in a school environment




