The Hurlingham Academy - Job Description

POST:
Cover Supervisor
JOB PURPOSE:
To support pupils in their learning by teaching them when their usual teachers are absent
ACCOUNTABLE TO:
Assistant Principal 

RESPONSIBLE FOR:
To use both the Academy’s teaching and learning processes, as well as the behavior management system to ensure student learning and productivity is high
WORKING WEEKS: 
40w/year
WORKING HOURS:
37.5h/week

1. Professional Responsibilities

1.1. Main responsibilities
· Teaching students in the absence of their regular teacher using work left for them in accordance with the school teaching and learning policy 

· Encouraging students to understand the learning in order to minimise the effect of the teacher’s absence upon student progress. 
· Assisting with the management of student behavior to ensure a constructive working environment in accordance with the school behaviour policy

· Collecting any work completed after the lesson and returning it to an agreed person 

· Leaving the room neat and tidy at the end of the lesson 

· Supervising entry and departure of students in accordance with school policy

· Recording and reporting attendance at lessons in accordance with school policy 

· Assisting in exam invigilation under the supervision of the examinations officer.
· Reporting back as appropriate using the schools’ agreed referral procedures on the behavior of pupils during the class and any other issues arising

· Teach small group/individual intervention groups as required to ensure students make excellent progress in specific areas of studies
· Dealing with any immediate problems or emergencies according to the schools’ policies and procedures. 

· Acting on behalf of the teacher in ensuring (1) the health and safety of students in the classroom and (2) equal and fair access to learning opportunities. 
· Follow all school policies and procedures and comply with all safeguarding responsibilities as per any member of staff.
· Attend training on a weekly basis.
· Run an afterschool club of your choice one night a week.
1.2. Support for school
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop
· Contribute to the overall ethos/work/aims of the school
· Attend and participate in regular meetings. 
· Run an after school club of your choice one night a week.
2. Additional Responsibilities

· To help with general classroom and behaviour management
· To undertake any other task that may be reasonably assigned by the Assistant Principal or SENCO

3. Other Responsibilities

To undertake any other tasks that may reasonably be assigned by the Principal from time to time.

Child Protection

To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by UL and the Academy’s safeguarding policy.

Special Conditions of Service

The postholder may be required to work outside of normal school hours on occasions, with due notice.

Performance Development
1. To take part in the Academy’s staff development programme by participating in arrangements for further training and professional development.

2. To continue personal development in the relevant areas;

3. To actively engage in the Performance Development Review process.

Academy Policy

1. To help implement Academy quality procedures and to adhere to those.

2. To communicate effectively with the parents of students as appropriate.

3. To follow agreed policies for communication in the Academy.

4. To take part in marketing and liaison activities such as Open Evenings, Parents Evenings, Review days and liaison events with partner schools.

5. To attend directed meetings and INSET as required.

6. To follow The Hurlingham Academy policies.

Personnel

To work as a member of a designated team and to contribute positively to effective working relations within the Academy.

This job description is intended as a general guide to the duties attached to the post and is not an inflexible specification.  It may therefore be altered from time to time to reflect the changing needs of the service, always in consultation with the postholder.

We are an inclusive Academy and strive to inspire our community to be the best that it can be. It is our aim to be outstanding in all that we do.

We take the safeguarding of students and staff seriously at The Hurlingham Academy.  All staff are expected to support this ethos.
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