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Job Description: 	Support Staff
Job Role:	Cover Supervisor
Line Manager:	Absence Manager/Deputy Principal
Salary Scale:	CVCC D
Hours of Work:					1175.37 hours per annum. 
						Hours of work 8.30 am to 1.25pm and 2.10 pm to 15.20pm (45 minute unpaid lunch break)
						5 days per week - term time (38.6 weeks, to include 38 weeks term time and 3 of
						the 5 non pupil days).

Key Responsibilities:
To work under the guidance of the Absence Manager within an agreed system of supervision to supervise 
whole classes during the absence of teachers; to respond to questions and generally assist students in 
undertaking set activities.

To undertake administrative and technician duties under the direction of the College Manager/Absence Manager when not
 required to carry out study supervision.
Specific Responsibilities:
· At the start of each day liaise with the Absence Manager with regards to which lessons you are timetabled to cover
· Attend whole staff briefing on Monday and Thursday from 8:40 am to 8.50 am.
· Arrive promptly to cover lessons and ensure orderly entry to the room.
· Check attendance by taking the register and keep Head of Subject informed of concerns.
· Access the Cover Team to deliver the cover work as set by the absent teacher.  
· Arrange the distribution of resources as required.
· Draw on the expertise of other adults in the classroom where appropriate e.g. Teaching Assistants, Trainee Teachers.
· Keep students on task.
· Show interest in work and answer any queries where possible. Use praise to help motivation.
· Deal with any serious behaviour problems in line with College sanctions and report back using the College’s referral procedures.
· Be prepared to improvise if required adjusting lessons/work plan as appropriate - seek help from 
subject staff if necessary.
· Follow end of lesson requirements including any homework instructions.
· Ensure that the room is tidy and dismiss in orderly fashion at the correct time.
· Leave attendance register for absent member of staff and a brief written report of progress made 
by students and any problems experienced during the lesson.
· You will not be asked to cover PE lessons on Health and Safety Grounds, without prior agreement.

Additional Duties:
· Carry out the subsidiary tasks/roles agreed with the Deputy Principal/College Manager/Absence Manager.
· Assist with examination invigilation and tutor registration as required.
· Take responsibility for one’s own safe practice and safeguard the welfare of all students in
your care.
· Be responsible for adhering to the College’s Safeguarding and Child Protection policies.

This job description is not a comprehensive definition of the post.  Opportunity to discuss your
individual responsibilities will be available during your appraisal interview with your line manager, 
which will normally take place in the summer term.

Person Specification:
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	Essential
	Desirable
	Method of Assessment

	Experience 
	
	· Experience of working within a school environment
· Experience cover supervision

	· Application form
· Interview

	Practical Skills
	· Ability to time-manage and prioritise
·  Multi-task
· Organised

	
	· Application form
· Interview

	Communication
	· Excellent communication skills
· Confidentiality
	
	· Application form
· Interview

	Personal Qualities
	· Good interpersonal skills
· Clear and quick thinker
· Be resilient
· Work under pressure
· Flexible

	
	· Application form
· Interview

	Technology / IT Skills
	· Good working knowledge of Microsoft Office
	· Knowledge of SIMS


	· Application form
· Training

	Education and Training
	· GCSE level 4 or equivalent in Maths and English
· A level/Level 3 or equivalent experience

	· Honours degree or equivalent level 4 qualification

	· Application form
· Interview

	Equal Opportunities
	· CVCC and its staff have a statutory obligation to implement anti-discriminatory and equal opportunities practices when carrying out their duties

	
	· Application form
· Interview
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