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	Post Title: 
	COVER SUPERVISOR  
(Secondary) 
 
	Post No: 
	 

	Department: 
	Education (Blackfen School for Girls)
	Grade: 
	Bexley 07  

	Responsible to: 
	Cover Manager  
 

	Responsible for: 
	N/A

	Functional links with: 
 
	Relevant personnel in the school and students  
 

	 
Job Summary: 

1.  The cover supervisor will support faculties with teaching and learning. 
2. Will be well organised and have good communication and inter-personal skills. 
3. Will be able to work under pressure and be enthusiastic and flexible enabling them to carry out their responsibilities professionally. 
4. They will be able to deliver pre-prepared teaching to students having the ability to use ICT effectively and will work to standards required. 
5. They will have appropriate skills and be an effective part of our cover strategy, taking sole charge of a group of pupils, allowing the school to deal effectively with short-term teacher absence. 
6. They will be familiar with the school’s policies and procedures and will provide continuity and stability to pupils learning. 
7. Will undertake additional support, or administrative tasks to support classroom teaching.

 

	 
Major Duties and Responsibilities:  
 
· Undertake the registration at the beginning of the lesson using the appropriate method.
· Supervise work that has been set in accordance with the school policy.
· Manage the behaviour of pupils whilst they are undertaking the work to ensure a constructive environment.
· Respond to any questions from pupils about process and procedures.
· Deal with any immediate problems or emergencies according to the school’s policies and procedures.
· Collect any completed work after the lesson and return it to the appropriate teacher.
· Report as appropriate using the school’s referral procedures on the behaviour of pupils during the class, and any issues arising.
· Manage safely classroom activities, the physical learning space and resources for which they are responsible.
· Be able to use a range of strategies to deal with classroom behaviour as a whole and also individual behaviour needs
· Support with administration duties when not required for cover duty during the working day.
· To be available for Community Time Cover and Break Duty.
· To accompany visits and field trips as required
· Any other reasonable tasks requested by the Head Teacher.
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	Signed by: 
 
	Post holder: 
 
 
	Date: 

	 
	Line Manager: 
 
 
	 

	 
	Job Assessor: (if required) 
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