King Ecgbert School

Cover Supervisor

(©lolplige[eilI=liaal 37 hours, term time only Start Date As soon as possible
Permanent (@[eilplefiploji=l Thursday 30 November 2023
Grade 4 £24,294 - £26,421 FTE  |Hefelejile]p] Totley Brook Road, Sheffield

£20,896 - £22,725 (with under 5
years' service)

The school

King Ecgbert School is a highly successful school at the heart of Mercia Learning Trust. We
pride ourselves on delivering an exceptional quality of education to learners from all
backgrounds aged 11-18.

Our school is exceptionally strong - rated outstanding by Ofsted and has academic
results that are consistently ‘well above average'.

This is a truly comprehensive school serving both disadvantaged and highly affluent
communities. We are committed to providing outstanding education for all in a safe,
happy, and positive learning environment.

Therole

King Ecgbert School is seeking to appoint a highly skilled and talented Cover Supervisor.
This is a permanent 1FTE (37 hours/39 weeks) Grade 4 role, with a start as soon as
possible.

When not required to cover lessons for absent teachers, Cover Supervisors act as in-class
support, or help departments with some administrative tasks including the display of
learning resources and students’ work.

This position is an ideal opportunity for someone wishing to pursue a career in education
and may suit a qualified teacher looking to step down from a full teaching role, a
graduate looking to gain experience before teacher training or an adult with experience of
working with young people.

The candidate
Ambitious for learning and a team player, you will have the vision, enthusiasm, and drive
to build on the strong foundations that already exist in the school. Innovative and resilient

you will have an unwavering commitment to student progress.

We are looking for staff who are enthusiastic and are keen to make a difference.
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You'll be eager to learn and work well with others, and you'll bring vision, enthusiasm, and
determination. You'll also be inventive and flexible.

We are seeking candidates who are dedicated to serving a diverse community and bring
with them experiences and viewpoints that will enhance our efforts.
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JOB DESCRIPTION

Cover Supervisor

Post Title:
* This post is a designated customer facing role under the

fluency duty and requires a specified level of spoken English in
the person specification

Grade: 4

Hours/Weeks: 37 hours per week/39 weeks per year

Responsible to: SLT

Responsible for: N/A

The post holder must at all times carry out his/her responsibilities within the spirit of
School policies and within the framework of the Education Act 2002, and School
Standards and Framework Act 1998 with particular regard to statutory responsibilities
of the Governing Bodies of Schools.

PURPOSE OF THE POST

SUPERVISION OF WHOLE CLASSES DURING THE SHORT-TERM ABSENCE OF THE CLASS
TEACHER UNDER THE GUIDANCE OF TEACHING/SENIOR STAFF, INCLUDING IMPLEMENTATION
OF WORK PROGRAMMES, MANAGING PUPIL BEHAVIOUR AND ASSISTING PUPILS IN
RELEVANT ACTIVITIES

The postholder must at all times carry out his/her duties and responsibilities within the
spirit of Trust and School Policies and within the framework of the Education Act 2002, and
School Standards and Framework Act 1998 with particular regard to the statutory
responsibilities of the Governing Bodies of Schools.

MAIN DUTIES AND RESPONSIBILITIES
Whilst the main focus of this role will be the provision of cover for absent teachers, the

jobholder may be required to work across the school to support teachers in the
development and delivery of learning for pupils.

*&f Mercia Proud to be part of Mercia Learning Trust
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SUPPORT FOR PUPILS
1. Use specialist (curricular/learning) skills/training/experience to support pupils

2. Assist with the development and implementation of Individual Education Plans

3. Establish productive working relationships with pupils, acting as a role model and
setting high expectations

4. Promote the inclusion and acceptance of all pupils within the classroom

5. Support pupils consistently whilst recognising and responding to their individual needs
6. Encourage pupils to interact and work co-operatively with others and engage all pupils
in activities

7. Promote independence and employ strategies to recognise and reward achievement of
self-reliance

8. Provide feedback to pupils in relation to progress and achievement

SUPPORT FOR THE TEACHER

1. Work with the teacher to establish an appropriate learning environment

2. Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans
as appropriate

3. Monitor and evaluate pupils’ responses to learning activities through observation and
planned recording of achievement against pre-determined learning objectives

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

5. Be responsible for keeping and updating records as agreed with the teacher,
contributing to reviews of systems/records as requested

6. Undertake marking of pupils’ work and accurately record achievement/progress

7. Promote positive values, attitudes and good pupil behaviour, dealing promptly with
conflict and incidents in line with established policy and encourage pupils to take
responsibility for their own behaviour

8. Liaise sensitively and effectively with parents/carers as agreed with the teacher within
your role/responsibility and participate in feedback sessions/meetings with parents with,
or as directed

9. Administer and assess routine tests and invigilate exams/tests

10. Provide general clerical/administrative support e.g. administer coursework, produce
worksheets for agreed activities etc.

SUPPORT FOR THE CURRICULUM

1. Implement agreed learning activities/teaching programmes, adjusting activities
according to pupil responses/needs

2. Implement local and national learning strategies e.g. literacy, numeracy, KS3, early
years and make effective use of opportunities provided by other learning activities to
support the development of relevant skills

Proud to be part of Mercia Learning Trust
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3. Support the use of ICT in learning activities and develop pupils’ competence and
independence in its use

4. Help pupils to access learning activities through specialist support

5. Determine the need for, prepare and maintain general and specialist equipment and
resources

SUPPORT FOR THE SCHOOL

1. Be aware of and comply with policies and procedures relating to child protection, health,
safety and security, confidentiality and data protection, reporting all concerns to an
appropriate person

2. Be aware of and support difference and ensure all pupils have equal access to
opportunities to learn and develop

3. Contribute to the overall ethos/work/aims of the trust

4. Establish constructive relationships and communicate with other
agencies/professionals, in liaison with the teacher, to support achievement and progress
of pupils

5. Attend and participate in regular meetings

6. Participate in training and other learning activities as required

7. Recognise own strengths and areas of expertise and use these to advise and support
others

8. Provide appropriate guidance and supervision and assist in the training and
development of staff as appropriate

9. Undertake planned supervision of pupils’ out of school hours learning activities

10. Supervise pupils on visits, trips and out of school activities as required

Any other duties and responsibilities appropriate to the grade and role
All the above duties and responsibilities to be carried out in accordance with Trust Policies

and current legislation with an emphasis on Customer Care, Equal Opportunities, Data
Protection and Health and Safety.

PERSON SPECIFICATION
Post Title: Cover Supervisor
Grade: 4
Hours/Weeks: 37
Responsible to: SLT
Responsible for: N/A
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SPECIFICATION
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ESSENTIAL

DESIRABLE

Qualifications/

« 4 A*- C at GCSE (or
equivalent/or experience) incl.
English and Maths

Training in relevant strategies
e.g. literacy and/or in particular
curriculum or learning area e.g.

Training « A’ Level (or equivalent) in bi-lingudl, sign language,
relevant subjects dyslexia, ICT, maths, English,
etc.
Appropriate first aid training
Experience Has experience of pupil

assessment

Can manage the behaviour of
pupils in a reasonable manner

Experience working with
children of relevant age

Knowledge/Skills
(Ability to)

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

Understanding of principles of
child development and
learning processes

Work constructively as part of a
team, understanding
classroom roles and
responsibilities and your own
position within these

Can use ICT effectively to
support learning

Use of other equipment
technology
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Sound speaking and listening
skills to extend language in
discussion

Can plan, implement and
evaluate learning activities

Can assist the school in
forming a partnership with
parents

Sufficient practical and
organisational skills to
contribute to the preparation
and management of
educational resources

Can complete and maintain
pupils records

Personal Qualities Ability to self-evaluate learning
needs and actively seek
learning opportunities

Ability to relate well to children
and adults

Has a caring positive attitude
towards pupils welfare

Has an awareness of pupils
with special educational needs

Can maintain trust and
confidentiality where
appropriate

Can allocate some contractual
time to after school staff
meetings when appropriate

Can allocate some contractual
time to the whole of, or part of,
staff training days when
appropriate
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Can maintain personal
presentation that sets high
standards for the pupils

HOW TO APPLY

All candidates must complete the following application process.

All applicants must submit a Trust application form. We do not accept CVs or Council
Forms. The application form can be found under ‘Careers’ at www.merciatrust.co.uk
Email your completed application to recruitment@merciatrust.co.uk or post it to:

MLT Recruitment Team
Mercia Learning Trust
79 Glen Road
Sheffield, S7 IRB

After your application has been submitted:

In all cases written references will be taken up and made available to interviewers
BEFORE the final selection stage.

All applications that have been submitted via email will receive an email confirming
receipt.

An email and/or letter will be sent to shortlisted candidates with details of the
interview process.

If you have not heard from us within 2 weeks of the closing date, please assume that
on this occasion, your application has been unsuccessful.

Further information:

Take a look at www.merciatrust.co.uk/careers for more on what it's like working for the
trust, what we offer you, and what we're looking for.

Should you require any additional information about the role or the school, or would
like an informal discussion or out of hours visit, please contact us on 0114 235 3855 or
dparry@ecgbert.sheffield.sch.uk.

For more information about the application process, please email
recruitment@merciatrust.co.uk.

The closing date for applications is Thursday 30 November 2023
Interviews are expected to take place week commencing 4 December 2023

Previous applicants need not apply.
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The small print

Mercia Learning Trust is committed to safeguarding and promoting the welfare and safety of children and

young people and expects all staff to share this commitment. If you are shortlisted, your suitability to work
with children will be explored, and this will include disclosing convictions. The information you disclose may
be discussed with you during the interview.

The successful candidate will therefore be required to complete a DBS check in line with the Rehabilitation of
Offenders Act (ROA) 1974 (Exceptions) Order 1975 and the Police Act Regulations.

In accordance with DfE Keeping Children Safe in Education 2022, an online search will be completed on all
shortlisted applicants prior to interview. Any relevant information will be discussed further with the applicant
during the recruitment process.

We are an Equal Opportunities employer. Our staff are recruited and promoted on the basis of their merits
and abilities and no job applicant or employee receives less favourable treatment on the grounds of racial
group, origin or nationality, sex, disability, marital status, age, sexual orientation, political or religious beliefs
or trade union activity. Please indicate whether there are any reasonable adjustments or access
requirements you would need to help you to attend an interview. If you wish to discuss your requirements
prior to submitting your form, please contact the Recruitment Team on 0114 349 4230. Alternatively, please

give details on a separate sheet and return with your application form.
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