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JOB DESCRIPTION

COVER SUPERVISOR

SALARY:

NJC GRADE 4/5 dependent on experience £23,500 to £24,702
FTC to July – 32.5 hours a week (£17,704 to £18,609 pro rata)
Permanent – 19.5 hours a week (£10,622 to £11,165 pro rata)
HOURS:

Term Time Only plus INSET Days – 32.5 hours per week



8.15 am – 3.15 pm (unpaid lunch)
Flexible working hours

LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR




Executive Headteacher: Pan Panayiotou
The Cover Supervisor is a position created to give teaching staff more time for training, planning and monitoring.  The postholder will provide class supervision when a teacher is absent and play an important role in the school cover system, which may include exam invigilation and other related duties. The post-holder is not expected to undertake any planning, preparation or assessment of students’ progress and/or development.
	Reporting to:
	Cover Manager and ultimately to Headteacher

	Responsible for:
	Supervising students as directed by the Cover Manager or Headteacher

	Qualification Criteria:
	Educated to a minimum of GCSE A* - C standard

	Responsibilities:
	· To communicate the work set by the class teacher to the students

· To observe Health and Safety Regulations

· To uphold the school rules and ethos

· To make observations of the way students respond to cover supervised work

· Classroom management

	Cover Supervisor Duties:
	· To supervise classes where the teacher is absent

· To oversee the using of books and equipment necessary for the lesson

· To maintain good order in the classroom

· To assist students where necessary, and if possible seeking appropriate assistance or advice

· To oversee the collecting of books and equipment at the end of the lesson and ensure they are returned to the appropriate place

· To ensure students tidy up and leave the classroom in good order

· To return work etc to the class teacher and provide feedback to him/her regarding what was achieved by the students

· To report any problems, difficulties, successes etc to the class teacher via the cover lesson work sheet

	General Duties as required:
	· To carry out exam invigilation when required, maintaining the rules set out by external examination boards and Subject Leaders

· To accompany staff on school educational visits and work under the direction of the trip organiser

· To assist in the school Learning Resource Centre, after suitable familiarisation training

· Other administrative duties may be requested from time to time to assist the Admin Team, e.g. assisting in the Main Office or Student Services Office

· To supervise students from reception to Year 6 at Clapham and Patching CE primary School as required

· The content and reporting lines may, in consultation with the employee, be reviewed because duties change over time and job descriptions need to reflect these changes

	Knowledge and Skills

Communication:

Good written and Oral

Communication Skills


	Essential

(

	Desirable



	Organisation:
Excellent time management & Effective organisational skills
	(

	

	Competencies:
Professionalism

Self Motivation

Flexibility


	(
(
(

	

	Experience:

Experience of working in a 

School or with young people

Any supervisory experience


	
	(
(

	Personal Qualities:
	The Cover Supervisor must be able to offer a firm but friendly approach and be self-confident in dealing with young people.  Good interpersonal and communication skills are essential.


Please note, because of the nature of this job, if you are successful in your application you will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed.  This will be done by means of applying for an “Enhanced Disclosure”.  Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.
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