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JOB DESCRIPTION
	POSITION:  
	Cover Supervisor

	REPORTS TO:  
	A member of SLT

	PAYSCALE: 
	Salary Scale TA3 (7-17)

	CONTRACT: 
	PERMANENT_36 hrs pw, term time only plus the school training days

	LOCATION: 
	KING CHARLES 1 SCHOOL



 
	PURPOSE OF THE JOB 

To provide stability and continuity for students whose lessons are affected through short-term teaching staff absence, and to provide support to teaching staff and students within a department and year group.


 
KEY RESPONSIBILITIES AND ACCOUNTABILITIES 

Teaching and Learning
1. To supervise the classes of absent colleagues.
2. To register tutor groups and teaching groups.
3. To create a purposeful and orderly environment in which students can complete work set by the class teacher.
4. To monitor and support the students as they complete work set by the class teacher. 
5. To establish productive working relationships with students.
6. To provide feedback to the class teacher/head of department in regard to the work completed and the general behaviour of the class.
7. To promote inclusion within the school.
8. To implement the school’s behaviour policy.
9. To attend staff meetings and training to keep abreast of developments.
10. To undertake the following should there be no need to cover a class:
· support individual students;
· support  the heads of year and heads of departments with administration duties;
· offer mentoring opportunities for students as required;
· provide additional class support for teachers or carry out administrative tasks; and
· complement the professional work of teachers by enhancing the delivery of the curriculum.


Resource Management
1. To deploy resources and equipment appropriately.
2. To ensure all equipment, books etc. are returned to their proper place.
3. To be familiar with the school procedures with regard to Health and Safety and movement around the site.
4. To assist where necessary in the production of resources and display.
5. To ensure that classrooms used for cover lessons are kept in good order.

Other duties
1. To invigilate internal and external examinations when required.
2. To accompany visits and field trips as required.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. This job description will be reviewed annually and the headteacher reserves the right to alter the content of this job description, after consultation with the post-holder, to reflect changes to the job or services provided, without altering the general character or level of responsibility.


	
PERSON SPECIFICIATION – Cover Supervisor
  

	  
	Essential  
	Desirable  

	Qualifications  
	· NVQ level 3 or above qualification appropriate to the post
· Level 2 in English and maths 
· Very good IT, numeracy and literacy skills
· Willingness to undertake further professional development
· Appropriate knowledge of first aid
· Valid full UK driving licence

	· Recognised first aid certificate

	Experience  
	· Previous experience of working in a classroom environment with students who are disabled or have special educational needs 
· Experience of procedures relating to child protection and safeguarding
· Experience of planning and delivering literacy and numeracy intervention

	

	Knowledge
	· Understanding of safeguarding children in education


	

	Skills and Abilities  
	· Suitability to work with young children 
· Able to form and maintain appropriate relationships and personal boundaries with children and young people
· Positive attitude to the use of authority and maintaining discipline
· Ability to maintain strictest confidentiality and integrity at all times
· Ability to encourage high standards of student behaviour at all times
· Ability to recognise behaviour giving cause for concern
· Ability to supervise and assist students to ensure they make progress
· Ability to liaise with other members of staff in a professional manner
· Ability to manage own time effectively and demonstrate initiative including establishing priorities within own workload
· Ability to work constructively as part of a team or individually, understanding school roles and responsibilities and own position within these
· Ability to adhere to working procedures and policies within the school environment
· Ability to work under pressure
· Ability to relate to students and staff
· Ability to deal with problems in a positive and systematic manner
· Ability to communicate effectively at all levels
	  Knowledge of the national curriculum


	Personal Qualities 
	· A willingness to work with young people and adults.
· Ability to use judgement and common sense 
· Approachable
· Ability to prioritise
· Ability to work on own initiative
· Commitment
· Reliable and trustworthy
· Flexible approach to work
· Honest
· Ability to be sensitive to the needs of others
· Ability to be supportive
· Professionalism
· A sense of humour, warmth, energy, stamina and resilience
· Ability to take responsibility for dealing with incidents as soon as they occur
· Willingness to reflect upon his/her experiences in a critical and constructive manner
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      JOB DESCRIPTION  

POSITION:     Lunchtime Supervisor  

REPORTS TO:     A member of SLT  

PAYSCALE:    Salary Scale 1 point 2  

CONTRACT:   PERMANENT _7.5 hrs pw , term time only  

LOCATION:   KING CHARLES 1 SCHOOL    

   

PURPOSE OF THE JOB        To actively supervise students in the dining room, school grounds and throughout the school premises  during the lunch break.      To provide a clean and pleasant environment in order to facilitate the effective use of the school by  staff and students.      To maintain cleanliness in order to prevent any health risks from occurring.  

    KEY RESPONSIBILITIES AND ACCOUNTABILITIES         Patrol an area of the school site under the direction of the site manager to supervise the students at  lunchtime reporting back as necessary.       Monitor and manage the students’ behaviour at lunch break to ensure that it operates within a safe and  caring environment.      Monitor and manage the students’ behaviour in the dining room while they eat their lunch and ensure  standards for healthy eating and table manners are maintained; making sure that tables are cleared as  required.      Deal with accidents, report them to the site manager and complete accident form if necessary.      Deal with behavioural incidents, record inappropriate student behaviour using agreed procedures and  convey serious incidents to the site manager and/or senior leadership team.      Support induction and training of new staff as required by the site manager      Respond to duty delegation as required by the site manager.      Maintain checks throughout the lunch break to ensure students are safe.      Follow advice given by the site manager on action to be taken in cases of inclement weather.      Attend and participate in regular meetings, performance review, training and other activities as required,  contributing to the overall ethos and aims of the school.      Be aware of and comply with policies and procedures relating to behaviour, safeguarding, health and  safety, confidentiality and data protection, reporting all concerns to the appropriate person.     Whilst every effort has been made to explain the main duties and responsibilities of the post, each  individual task undertaken may not be identified. Staff will be expected to comply with any reasonable  request from a manager to undertake work of a similar   level that is not specified in this job description. This  job description will be reviewed annually and the headteacher reserves the right to alter the content of this  job description, after consultation with the post - holder, to reflect changes to the job   or services provided,  without altering the general character or level of responsibility.      

