[image: image1.jpg]< NORTH LIVERPOOL
ACADEMY





                     JOB DESCRIPTION
	Post Title:
	             Cover Supervisor

	Purpose:
	· To deliver cover lessons set by teachers when they are absent 
· To assist with administration and classroom tasks when not covering lessons 
 

	Reporting to:
	Vice Principal Teaching, Learning & Assessment 

	Liaising with:
	SLT, Curriculum Leaders, Teaching staff and Support staff

	Working time:
	37 hours a week - Term Time

	Salary 
	Point 11 £21,166 (pro-rata)

	MAIN (Core) DUTIES

	Service Provision:

	· Cover for short term planned or unplanned absence of a teacher by taking registration and teaching lessons. 

· Collect work for students and ensure that it is communicated to them correctly.

· Supervise and when appropriate teach students and ensure work is completed to the best of their ability. 
· Collect work done during a lesson and pass it on to departments via agreed route
· Liaise with teachers to ensure the effective delivery of planned cover work for an absence known in advance. 
· Make sure that the registers are taken and that only the students in the room should be there

· Make sure that the Classlink is used and that all students are logged on correctly

· Make sure cover rooms are well kept and have suitable notice boards

· Have a selection of materials on line or in folders from each curriculum area suitable for students to use when in cover if in an emergency none is set.

· Help students during a lesson to complete tasks set either through supporting self-directed study, or assisting students by responding to their questions.

· Report all computer misuse and all faults

· Support within a named department when not needed for cover – this could include acting as a support member of staff, hearing students read, putting up displays or marking students’ work

· To undertake other duties as may be reasonably required within the general terms of the job description
· Undertake a homework club daily in the computer rooms

· Set a good example in terms of personal presentation, attendance and punctuality.


	Behaviour management
	· To work within the Academy’s behaviour management system to support students in modifying their behaviour in order to  access learning
· To assist in ensuring that support services and resources meet the needs of the students
· To work with external agencies and internal school support to assist students in developing a good approach to learning and behaviour

· Ensure that all students conform to the school code of conduct in dress, behaviour and work

	Staff Development:
	· To take part in the Academy’s  Staff Development program by participating in arrangements for induction, further training and professional development
· To continue professional development in the relevant areas including the use of new technology
· To participate in the Staff Professional Review process
· To work as a member of a designated team and to contribute positively to effective working relations within the Academy In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to academy efficiency, which may lead to improvements in the day-to-day running of the academy.

· Undertake any necessary professional development as identified in the Academy Improvement Plan taking full advantage of any relevant training and development available – particularly those run by the Trust & LA for cover supervisors, e.g. those concerned with behaviour and student management.

	Quality Assurance:
	· To assist in the implementation of Academy quality procedures

· To contribute to the process of monitoring and evaluation of Learner Support in line with agreed Academy procedures, including evaluation against quality standards and performance criteria and seek and implement modification and improvement where required
· Report as appropriate any problems with the work set to VP Teaching, Learning & Assessment-especially if it is inappropriate or below an agreed standard.

	Communications:
	· To communicate and consult with other staff and students

· Where appropriate, to communicate and co-operate with internal/external individuals and bodies

· To follow agreed policies for communications within the Academy
· To participate actively in team meetings and training programs where appropriate

	Marketing and Liaison:
	· To promote a welcoming environment to visitors and callers.

	Welfare
	· To instill, promote and maintain a health and safety environment for all levels of staff and the public and follow the Academy code of practice. 
· Ensuring that all health and safety and safeguarding policies have been adhered to when engaging external partners and planning external trips.
· Undergo Basic First Aid Training and update courses. 

	OTHER SPECIFIC DUTIES

All support staff posts have the following tasks added as appropriate

Exam invigilation, Lunch supervision, registration, after school clubs, tutor time, break duties
To carry out the duties in the most effective, efficient and economic manner available.
To support the Academy Mission Statement and ethos.

This post is subject to the enhanced level of disclosure.
This job description is current at the date shown but in consultation with you may be changed by the Principal to reflect or anticipate changes in the job commensurate with the salary and job title.
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