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The Halifax Academy





Job Description

Post: Cover Supervisor
Responsible to: Assistant Headteacher
Grade: Scale 5/6
Hours of work & Contract type: 34.5 hours per week | Term time plus 5 days
Primary objective of the post: To carry out short term cover supervisor duties as and when required across the whole Academy, liaising with all relevant staff, to ensure student’s progress and overall development.
Main Duties and Responsibilities

· In the absence of a teacher, provide supervision and be solely responsible for a class of students during lesson time.
· Liaise with teachers and other relevant professionals regarding work set for the class, making effective use of ICT to support learning activities and develop student’s competence.
· Manage behaviour of students to promote and maintain order and a calm working environment in the classroom and around the Academy.
· Communicate the work set by the class teacher to the students, to ensure that they are aware of the teacher’s expectations of standards and deadlines for the completion of the work.

· Establish effective working relationships to motivate and encourage students to engage with their learning and work co-operatively with others.

· Ensure a smooth handover of completed work and feedback on progress and any issues arising, providing accurate and objective reports on student achievement as required.

· Be responsible for the safeguarding and supervision of students attending the daily after school homework club, including providing a register to the Main Office.

· Ensure the health, safety and welfare of students is maintained at all times and deal with any problems or emergencies in line with Academy policy and procedure.

· Act as an invigilator for exams if required.

· Accompany teaching staff and students on educational visits if required.

· Undertake any administrative duties relevant to the post, eg: completion of SIMs registers.
· To attend out of working hours Academy events such as Parents Evenings and Transition events if required.
· Perform other relevant tasks as directed by senior leaders

· Work in partnership with, and across, other Academies across The Impact Education Multi Academy Trust (the “Trust”) as required;

Please note that this is illustrative of the general nature and level or responsibility of the work to be undertaken, commensurate with the grade.  It is not a comprehensive list of all tasks that the postholder will carry out, which would be determined by the Line Manager or Head teacher. 

All members of staff are expected to:

· Have proper and professional regard for the ethos, policies, and practices of the school.

· Have regard for the need to safeguard pupils’ wellbeing and health & safety by following relevant statutory guidance, along with school policies and completing mandatory training on an annual basis.

· Demonstrate positive attitudes, values and behaviours.

· Share responsibility for ensuring that their own knowledge and understanding is relevant and up to date.

· Support equal opportunities measures and promote anti-discriminatory practice.
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