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ALTRINCHAM COLLEGE
 JOB DESCRIPTION

Job title: 
COVER SUPERVISOR


Job Purpose:  

To supervise whole classes of students and ensure that set work is completed in the absence of the teacher and that students are managed effectively within the classroom setting


To promote the general progress and well-being of assigned students.

Accountable to: 
Senior Leader with oversight for Cover

Our vision is to nurture well-rounded citizens of the future who are knowledgeable, happy and resilient so that they make a valuable contribution to the world in which they live, and are empowered to make informed and positive life choices.

Hours of work: 
32.5 hours per week 

Scale: 


NJC Band 4 points 12-17
Altrincham College is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.


Duties and Responsibilities:


1) To supervise students who are undertaking work set, in accordance with school policy, so that teaching and learning continues in the absence of the assigned teacher.

2) To manage the behaviour of students whilst they are undertaking their work to ensure a constructive learning environment.

3) To respond to any questions from students about process and procedures so that they can continue with their set work.

4) To deal with any immediate problems or emergencies in accordance with whole school policies to ensure that student/employee safety is assured.

5) To collect any completed work after lessons to ensure it is returned to the relevant member of staff/Head of Department.

6) To report back, using the school’s agreed referral procedures, on the behaviour of students during the lesson and any issues arising, so that the relevant member of staff is fully aware of the situation.

7) To be available for break duty and registration cover where needed.

Where there are situations with all staff present and there are no lessons to supervise, the Cover Supervisor will be expected to:

1) Assist in the invigilation of examinations.

2) Provide additional support for individual students and classes working with a qualified teacher.

3) Assist in general administrative and clerical duties.

4) Undertake such duties as may from time to time be reasonably assigned by the Headteacher.

PERSON SPECIFICATION
JOB TITLE:
Cover Supervisor

	MINIMUM ESSENTIAL REQUIREMENTS
	METHOD OF ASSESSMENT *

	1.  Qualifications/Training etc.

	Relevant professional qualification


	A/C

	2.  Experience

	Successful working relationships with young people

An understanding of what constitutes good professional relationships for sound classroom management.
	A/I

A/I

	3.  Knowledge

	Understanding and respect for confidentiality in relation to all issues connected with the role

Good all-round level of general knowledge
	A/I

A/I

	4.  Skills & Abilities

	Ability to enthuse young people to produce work to a high standard

Good people management skills

Ability to work hard under pressure

Appreciation of the pastoral and wellbeing responsibilities of schools

Strong and clear oral and written communication skills

A good attendance and punctuality record

Present oneself well on first impression
	A/I

A/I

A/I

A/I

A/I

A/I

A/I

	5. Desirable Requirements
	

	A-Levels, HLTA, Degree or equivalent, Teaching qualification

Success in working in a school environment

Experience of managing class sized groups of students

Good classroom management skills

Evidence of on-going professional development

Understanding of the role of the form tutor

Awareness of issues surrounding teenage lifestyles 

A sense of humour
	A/I

A/I

A/I

A/I

A/I

A/I

A/I

I


* Method of Assessment

A = Application form, C = Certificate, E = Exercise, I = Interview, P = Presentation, T = Test, 

