Job Description

Post:



Cover Supervisor

Responsible to:
Nominated teacher during cover lessons.  Line managed by the Senior Director of Learning Support and ultimately  the Headteacher.
Pay and Conditions:
Hours variable to the post, with a core of hours on contract.   Term time only 39 weeks per year.
Job Purpose:
To provide cover supervision for absent teaching staff, involving the facilitation of learning by KS3 and 4 students.   To undertake other non-teaching duties as directed during non-cover lessons.

Principal Tasks:

1. To undertake cover supervision on a day to day basis as required by the Senior Director of Learning Support.
2. To supervise and support students in undertaking work:  online packages, key skills or subject specific work set by the department.

3. To work with teaching staff to design packages of work for a lesson bank in order to enhance quality of learning in supervised lessons.
4. To develop skills to support students accessing ICT packages, that develop independent learning skills.

5. To develop classroom management skills to ensure an appropriate, positive, classroom atmosphere is maintained for effective learning.

6. To be responsible for the health and safety of students in cover lessons and to use School procedures as required.

7. To participate in training prior to undertaking supervision and then ongoing as required.

8. To participate in meetings as required to facilitate the flow of information, including to teachers on issues arising in lessons.

9. To undertake staff duties for absent colleagues.

10. To undertake Departmental Assistant role in identified periods when not required for cover.

11. To undertake exam invigilation, as required.

12. To carry out other duties commensurate with the post, as required, by the Headteacher.
Use of Cover Supervisors at the School
The School Governors have resolved to employ Cover Supervisors in order to: 

· Minimise the use of internal teaching staff in taking cover lessons;
· Improve consistency in cover lessons, by reducing the use of external supply staff;
· Improve continuity of cover for classes.
A
Principles Agreed for the use of Cover Supervisors

1. Cover Supervisors will be the ‘first call’ to cover lessons during any teacher absence.
2. Cover Supervisors will receive the appropriate skills and training.
3. Teachers may be required to cover for colleagues, where a Cover Supervisor is unavailable, but subject to the 38 hours per year contractual limit.
4. The Headteacher shall determine who is competent to undertake the role of Cover Supervisor.
5. Appointment to the role of Cover Supervisor may be for a trial period, or subject to annual review, but the job security maintained for internal applicants.

6. Cover Supervisors may be required to carry out other supervisory duties including invigilation, or whilst on trips.
B
Cover Supervisor lesson role

1. Supervise students undertaking work set by a teacher or Curriculum Leader.
2. Supervise students using ICT to undertake work.
3. Ensure the lesson is conducted in a constructive environment through the appropriate management of student behavior.
4. Assist students with their work by responding to questions, giving appropriate advice, managing resources and dealing with problems they encounter.
5. Use School policies and procedures to deal with any emergencies as they arise.
6. Manage the distribution and collection of students’ work and support materials.
7. Report back to relevant teacher on any issues arising from the lesson.
In addition Cover Supervisor staff may contribute to the development of a lesson bank of materials for general cover lessons.

C
Training for Cover Supervisors


Following appointment the School will arrange a pack of appropriate training before the implementation of the full cover role. Training will cover:

(a)
Initial Induction Programme

· Range of school policies;
· Detailed guidance on health and safety, SEN, equal opportunities issues and child protection;
· Requirements of invigilation;
· Personal training plan.
(b)
On-going CPD

· Classroom management techniques, including use of the physical learning space and resources;
· Behaviour management strategies;
· Approaches to inclusion, risk assessment and management;
· School support procedures;
· Structures of and liaison with curriculum, pastoral and support staff;
· Use of ICT to support students learning ;
· Awareness of School and national teaching and learning strategies, including KS3, literacy, numeracy and ICT strategy;
· Awareness of the structure of GCSE, Applied GCSE, GNVQ and NVQ courses and their assessment requirements;
· Supervision techniques and health and safety on out of school activities.
Cover Supervisors will be provided with an internal training package and be encouraged and supported in taking further external training eg NVQ 2 or 3, or Foundation Degree course.

