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	Job Description 
Cover Supervisor
Beechwood School


	Responsible to:                 
	Assistant Headteacher

	Main purpose of the job

	 
· To facilitate cover lessons.

	Key Responsibilities

	Main Duties
· Supervise students whilst they are engaged in learning activities.
· Set high expectations of conduct and work.
· Act as a positive role model.
· Manage student’s behaviour within the ethos and behavioural policies of the school.
· Respond to student questions whilst keeping the class on task.
· Promote the inclusion of all students within the classroom, following the school’s policies and procedures.
· Collect and pass on any completed work.
· Provide accurate feedback to the teacher on both the conduct of the lesson and the behaviour of students.
· Maintain and pass on any appropriate records as agreed with the teacher.
· Provide support and assistance in examination or tests.
· Support the use of ICT within lessons as appropriate.
· Ensure the appropriate organisation of the classroom, equipment and resources.
· Accompany groups of students on school trips, ensuring their health and safety under the direction of the trip leader.
· Be aware and comply with policies and procedures relating to safeguarding, equal opportunities, health and safety, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of, and support, difference and ensure that all students have equal access to opportunities to learn and develop.
· Participate in training, performance management and other learning activities as required.
 

	Confidentiality

	
During the course of your employment you may see, hear or have access to, information on matters of a confidential nature relating to the work of The Schelwood Trust or to the health and personal affairs of students and staff.  Under no circumstances should such information be divulged or passed on to any unauthorised person or organisation.  





	Data Protection

	
During the course of your employment, you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 2018 (DPA 2018).


	Safeguarding Children

	
In accordance with the School’s commitment to follow and adhere to the Department for Education’s guidance entitled “Working together to safeguarding children (July 2018)” and Keeping Children Safe in Education and all other relevant guidance and legislation in respect of safeguarding children, you are required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people in the School.  You will also be required to have satisfactory Enhanced DBS clearance.


	Health and Safety

	
You are required to comply with the school’s Health and Safety policy at all times.
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