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 JOB DESCRIPTION
It must be recognised that this job description is likely to change as the circumstances of the College change and the post holder must recognise and actively adapt to these changes as they affect the job described.

JOB TITLE 

Cover Supervisor/Learning Support Assistant
JOB PURPOSE
To provide short term supervision of classes in the event of the absence (planned or unplanned) of the teacher, ensuring that pupils are engaged in pre-set work, and managing behaviour and ensuring a safe environment. 

To support the Independent Study Programme

To provide support and guidance to other staff over Individual Learning Plan (ILP) completion and half term reviews.

RESPONSIBLE TO:
Vice Principal (Curriculum, Quality & Implementation)/Learning Support Manager 

MAJOR TASKS
1. In the short-term absence of a teacher, to register and supervise a class of students, ensuring they are engaged in learning activity that has been set by a teacher. This may include explaining the work to be completed and answering questions from students to ensure that they understand what is required of them.

2. To liaise with Heads of Department/other relevant staff with regard to work set for a class.
3. To feedback to the relevant teacher to include any issues that may have arisen during the covered lessons.
4. To register, supervise and support a group of students during Independent Study periods.
5. To provide one to one support as directed by the Learning Support Manager.
6. To work closely with the Independent Study Co-ordinator to ensure the programme progresses well and is monitored and reviewed on a regular basis.

7. To assist the Support Team with the preparation of materials or activities for student use.
8. To work closely with the Support Team to ensure that individual student targets are being

monitored and reviewed.

9. In conjunction with the Support Team to maintain a system to record student progress.
10. To act as scribe/reader/exam invigilator within exam series. NB support assistants have to stay with students until end of exams.

11. To act as a trouble-shooter and work with the students to ensure they meet deadlines and catch-up on any missed work.
12. To attend team meetings.

13. To undertake administrative duties which will include taking register for Supported Learning, keeping own record book, sending absence notes/cause for concern forms to tutors and updating Learning Support Manager of concerns.
14. To contribute to student reports, ensuring accurate completion of ILPs and half term reviews.
15. To undertake duties within the LRC as directed by the Learning Support Manager.
GENERAL RESPONSIBILITIES

1. To be responsible for and committed to promoting and safeguarding the welfare of children, young persons and vulnerable adults whether responsible for, or in contact with them.

2. To observe the College Health and Safety policy at all times, taking responsibility within own areas as set out in the policy.  

3. To be fully aware of and implement College policies relating to equality and diversity and actively promote positive practice.

4. To comply with all other College policies and procedures.

5. To undertake continuing professional development

6. To undertake any other duties commensurate with this post as the Principal may from time to time decide.

COVER SUPERVISOR/LEARNING SUPPORT ASSISTANT
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	Requirements
	Essential/Desirable
	Assessment Methods

	Education & Training
	Essential

Good general education to Level 3 (Advanced level or equivalent) 
Level 2 qualification in Maths and English at Grade C/4 or above
	A, Q



	
	Desirable

NVQ level 3 in Supporting Teaching and Learning or equivalent

A recognised First Aid qualification or willingness to achieve one.
	A, Q

	Knowledge & Experience
	Essential

Experience of cover supervision 

Experience of working with young adults
	A, I, R

	
	Desirable

Experience of cover supervision in a sixth form setting
	A, I

	Skills & Aptitude
	Essential

Ability to manage the behaviour of students and maintain order and a calm working environment

Ability to relate well to students

Ability to motivate students

Good communication and organisational skills

Competent IT skills, equivalent to level 2

Effective team worker
	A, R, T
T
A, I, T
A, I 

A, I, R

	
	Desirable

An interest in Further Education and young people 
	A,I

	Other factors
	Essential

Commitment to ensuring high quality support for students
Motivated, adaptable and hardworking 

Commitment to equal opportunities, inclusion and safeguarding

Diplomatic and friendly manner

Honest and trustworthy
	A, I, R




A = Application form, I = Interview, Q = Qualification evidence, R = References, T = Activity
When shortlisting the panel will seek evidence of the criteria above.  In exceptional circumstances, where there is evidence to demonstrate that the candidate has very strong potential or relevant overall experience, this might compensate for the inability to demonstrate a single essential criterion.  In such circumstances the panel has the discretion to shortlist a candidate without re-advertising the post. 

In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of young people including: motivation to work with them, ability to form and maintain appropriate boundaries, emotional resilience when dealing with issues of student discipline.
If candidates are shortlisted any relevant issues arising from references will be taken up at interview.
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