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JOB DESCRIPTION:  COVER SUPERVISOR – FIXED TERM CONTRACT

Responsible to:		Cover Manager

Key Relationships:		Teachers/Learning Support Assistants

Scale Point:			18 to 22

Hours:				Monday to Friday - 32.5 hours per week (or 0.8FTE – 26 hours)
8.20am to 3.20pm (with 30-minute unpaid break)

At the heart of a successful school is the provision of high-quality teaching, the effective use of resources, improving standards of achievement for all pupils and the promotion of pupils’ personal development and wellbeing.  A Cover Supervisor plays a key part in this provision by supporting continuity of learning during staff absence.

Job Purpose
To provide effective supervision of classes during the planned and unplanned absence of teaching staff, ensuring that pupils remain engaged with the work set and that high standards of behaviour are maintained.
To provide support with appropriate supervision or administration tasks, as required (and in line with capacity).

Core Responsibilities - Cover Supervision:
To supervise classes during the planned and unplanned absence of teachers.
To deliver work that has been set by the class teacher or department and ensure that pupils understand the tasks they are expected to complete.
To register pupils accurately and ensure lessons begin promptly.
To create a calm and purposeful classroom environment conducive to effective learning.
To manage pupil behaviour in accordance with the school’s behaviour policy and procedures.
To ensure pupils remain engaged with the work set for the duration of the lesson.
To liaise with the Cover Manager, Heads of Department, teaching staff and support staff where clarification or additional guidance is required.
To work effectively with Learning Support Assistants and other adults supporting pupils within the classroom.
To report behavioural, safeguarding or academic concerns in a timely way to relevant teaching or pastoral/safeguarding staff member.
To make effective use of classroom resources.
To undertake emergency or short notice cover as directed by the Cover Manager.
To carry out/cover scheduled duties as required, as part of the Teacher’s duty rota and/or the break duty rota.
To support other reasonable cover-related duties where required, including supervision duties associated with examinations, enrichment activities or school events.


Additional Responsibilities:
To assist with appropriate administrative or pupil-supervision tasks during periods of reduced cover demand.
To respond flexibly to changing operational requirements during the school day.
To maintain confidentiality when dealing with pupil, parent and staff information.
To undertake appropriate training relating to cover supervision, safeguarding and relevant school systems.
To attend relevant meetings and training sessions where required.
General
The post holder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the Trust.
To uphold the school's policy in respect of safeguarding and child protection matters.
To maintain high standards of professional conduct, punctuality and attendance.
To comply with relevant data protection and confidentiality requirements.
This job description is not necessarily a comprehensive definition of the post and the postholder may be required to perform any other reasonable tasks after consultation.




Signed: __________________________________ postholder  Date: _______________________
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JOB SPECIFICATION: COVER SUPERVISOR

	Qualifications and Experience
	Essential:
· Studied to a minimum standard of GCSE (grade A*-C) or new grade level 4-9 in English and Maths (certificate/s to be available at interview)   
· Experience of working with children/young people in a learning environment and in a supervisory capacity
· Experience of working in a school or similar establishment
Desirable:
· Further or higher education qualifications

	Knowledge and Skills
	Essential:
· Ability to build and form good relationships with students, parents/carers and colleagues
· Ability to relate well to and motivate children/young people
· Verbal and written communication skills appropriate to the need to communicate effectively with colleagues, students and other professionals
· Ability to learn and use a range of strategies to deal with classroom and individual student behaviour.
· Ability to improve own practice/knowledge through self-evaluation and learning from others.
· Good standard of numeracy and literacy skills.
· Can use ICT packages and equipment effectively to support learning.
Desirable:
· Knowledge of school information management systems, such as SIMS, Arbor or Bromcom.
· Working knowledge and experience of national requirements regarding curriculum and relevant learning programmes
· Understanding of statutory frameworks relating to teaching
· Good understanding of child development and learning processes

	Personal Qualities
	Essential:
· Ability to relate well with others and work constructively as a team
· Ability to work on own initiative and to be flexible and resourceful
· Ability to follow direction and work in collaboration with line manager
· Efficient and meticulous in organisation
· Ability to work effectively under pressure to meet deadlines
· Ability to deal with confidential data / issues appropriately
· Understanding school roles and responsibilities including own
· Commitment to highest standards of child protection
· Recognition of the importance of personal responsibility for health and safety
· Commitment to the school’s ethos, aims and its whole community.
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