Job Description:

Cover Supervisor 
Work Directed by:

Cover Manager
Performance Reviewer/

Team Leader:


Cover Manager 
Purpose of the Post:
To provide cover for members of teaching staff who are unavailable to take their normal lessons
Pay Range:


Scale 5 
Time Allocation:

8.15 a.m. – 3.35 p.m. (31.5 hours)
Main Duties and Responsibilities:

· To supervise children to complete work set during lessons in the absence of a teacher – this may include practical PE lessons
· To explain and allocate the work set

· To assist students, where possible, in carrying out the work set

· Manage the behaviour of pupils whilst they are undertaking this work to ensure a constructive environment
· Respond to any questions from pupils about process and procedures
· To carry out the administration of a lesson using the schools systems and processes (e.g. taking the register)

· Deal with any immediate problems or emergencies according to the school’s policies and procedures.

· Collect completed work after the lesson and pass to the appropriate teacher
· Report, as appropriate using the school’s agreed referral procedures, on the behaviour of pupils during the class and on any problems arising
· To be available, when asked, to invigilate exams, accompany day trips with the school, supervise other activities and support the general administration of the school
