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Hamilton Academy
JOB DESCRIPTION

Cover Supervisor
32.5 h/w for 38 w/y Term Time
plus 3 training days (18 hrs)

8.20 AM to 3.35 PM
(4.00 PM on Mon, 3.10 PM on Fri)
includes 30 minutes lunch break

Grade 4
£13,344 to £15,206

	This job description describes in general terms the normal duties which the post-holder will be expected to undertake. However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post.

	Reporting directly to:
	Line Manager

	Purpose
	· To supervise whole classes during short-term absence of class teachers under guidance of teaching/senior staff, including delivery of pre-prepared exercises, managing student behaviour and assisting students in relevant activities in line with school policies and procedures.  

	MAIN (CORE) DUTIES 

	Cover Supervisors should not be asked to cover practical lessons without relevant experience or training and cover supervision should only be used for short-term provision

	Duties and Responsibilities
	· To liaise with Curriculum Leaders regarding set work.

· To supervise work that has been set in accordance with school policy.  

· To manage the behaviour of students whilst they undertake work and to ensure a constructive, calm and positive environment.

· To respond to questions from students about process or procedure, to respond to their individual needs and promote inclusion and acceptance of all students in the classroom.

· To deal with immediate problems or emergencies according to school policies/procedures.

· To refer any immediate problems to Curriculum Leaders.
· To collect completed work after lesson and return to Curriculum Leaders or class teacher.
· To use ICT effectively to support learning activities.

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

· To be responsible for the organisation, classroom maintenance, setting out, clearing away and care of resources.

· To create a folder of ‘contingency’ work from school resources, should the need arise for such in lessons.

· When not required to cover classes, to be available to observe good practice in other subject areas as arranged by Curriculum Leaders and Line Manager, admin support, displays, examination invigilation and any other duties as required by the Principal.

· To undertake training/update skills as and when necessary.
· To carry out any other tasks commensurate to post.


	Quality Assurance and standards:

	· Support the aims and ethos of the school.
· Set a good example in terms of dress, punctuality and attendance.
· Be professional when dealing with staff, students, parents and outside agencies.
· Attend team and staff meetings.
· Be proactive in matters relating to health and safety.
· To implement and promote the school’s policies and procedures relating to all areas of employment and service delivery.


	Additional Duties
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage students to follow this example.
· To participate in induction training, staff review process and professional development opportunities.
· To comply with any reasonable request from the Line Manager to undertake work of a similar level that is not specified in this job description.
· To be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
· Undertake professional duties that may be reasonably assigned by the Principal. 

	Health and Safety
	· It is an Employee’s responsibility to take reasonable care of themselves and others and anybody affected by their undertaking including any act(s) or omissions.


· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

· This job description is current at the date shown, but, in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title.

Signed _________________________________

Support Staff
Signed _________________________________

Line Manager
Date    _________________________________


Hamilton Academy
PERSON SPECIFICATION
Cover Supervisor
Grade 4
	ATTRIBUTES
	REQUIREMENTS

	
	Essential
	Desirable

	Skills, Knowledge 

and

Experience 
	· Good written and oral communication skills

· Excellent numeracy/literacy skills

· Able to persuade, influence and gain co-operation

· Good ICT skills and ability to use them effectively to support learning

· Able to use other equipment/technology

· Working knowledge of relevant policies and awareness of relevant legislation

· Working knowledge of relevant learning programmes/strategies

· Able to work constructively as part of a team

· Managing student behaviour 

· Experience of health and safety issues in the workplace relating to equipment, materials and working practices
	· Understanding of classroom roles and responsibilities

· Awareness of relevant legislation relating to child protection

· Understanding of principles of child development and learning process

	Qualifications 

and 

Training
	· C grade GCSE or above in English and Mathematics and one other subject

· Training in relevant learning strategies
	· First Aid Training

	Key Skills, 

Qualities 

and 
Attributes
	· Able to relate well to students and adults

· Able to work with minimal supervision

· Able to respond effectively to problems


	

	Other Conditions

Including any hazardous or environmentally adverse conditions
	· Fit to fulfil all aspects of the job description

· Set a good example in terms of dress, punctuality and attendance
· Must satisfy relevant pre-employment checks
· This post will involve contact with vulnerable groups (children, young people and/or adults) and is therefore exempt from the Rehabilitation of Offenders Act 1974 and subject to an Enhanced Disclosure and Barring Service check (DBS).  This exemption means that applicants for this post are required to declare all criminal convictions, cautions, reprimands and bind-overs both spent and unspent in their application, regardless of the passage of time.
	

	 Equal Opportunities


	· Must be able to recognise discrimination in its many forms and be willing to put the Equality policies into practice

· Willing and able to deal with people professionally at all levels and from a variety of backgrounds
	

	Safeguarding Children 

and 

Young People
	· Knows and understands the principles and values of underpinning safeguarding and the promotion of the wellbeing of children and young people
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