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FOREST HILL SCHOOL

Dacres Road, London SE23 2XN

Boys 11-16, Mixed 16-18

Tel. 020 8699 9343

www.foresthill.lewisham.sch.uk 
POST TITLE:


P.E. and Cover Supervisor 
RESPONSIBLE to:

The Cover Manager 

SALARY GRADE:

Scale 5, Point 13-15
WORK PATTEN:

Term Time Only (39 weeks)




Monday – Friday 35 hours per week





8.00am – 4:00pm (30 minutes unpaid lunch break)
	JOB PURPOSE 
	The PE and Cover Supervisor will supervise whole classes during the short-term absence of teaching staff, ensuring that students complete work set by the class teacher in a calm, orderly and purposeful learning environment. 
The postholder will support learning, manage behavior in line with school policy, promote inclusion and safeguarding, and provide feedback to teaching staff on student engagement, behavior and completion of work.
The postholder will also supervise PE lessons and physical activities, both on the school site and at Elm Lane, when the PE teacher is absent. 
This must be undertaken in line with agreed lesson plans, school procedures, risk assessments and health and safety requirements.

	RESPONSIBILITIES AND DUTIES 
	Cover Supervision and Learning

Collect lesson plans, seating plans, learning resources and instructions for lessons to be supervised by the relevant teacher, Cover Manager, Faculty Leader or other nominated member of staff.
Admit students to rooms promptly, take registers in line with school procedures, record late arrivals and report attendance concerns as required.
Introduce, explain and oversee the work set by the absent teacher, ensuring students understand the task and begin work quickly.
Monitor the completion of work and support students to remain focused, productive and engaged throughout the lesson.
Answer routine questions and support individuals or small groups where appropriate, without replacing the role of the subject teacher.
Provide positive encouragement and feedback to students, reinforcing high expectations for behavior, effort and presentation.
Collect completed work and resources at the end of the lesson and return them as instructed by the teacher or curriculum area.
Ensure homework or follow-up work is communicated to students where this has been directed by the teacher or Curriculum Leader.

Behavior, Culture and Classroom Management
Manage student behavior in line with the school behavior policy, ensuring a safe, calm and purposeful learning environment.
Apply the school rewards and sanctions systems consistently and fairly.

Promote respectful relationships and always model professional conduct.
Dealing with immediate problems or emergencies in accordance with school policies and procedures.
Escalate behavior, safeguarding, attendance or welfare concerns promptly using the agreed school systems.
Supervise students moving to other learning spaces, including the library, ICT rooms, atrium or other areas of the school, where required.

SEND, Inclusion and Student Support

Promote the inclusion and acceptance of all students, including those with SEND, medical needs, English as an additional language or other barriers to learning.
Follow seating plans, student passports, reasonable adjustments, access arrangements and strategies provided by teaching or SEND staff.
Differentiate support where possible for lower-attaining students or students who require additional structure, while remaining within the scope of the cover supervisor role.
Work with individual students or small groups to support learning, progress, confidence and engagement during the school day or in agreed after-school provision.
Undertaking mentoring or supervised support activities with identified students were directed by the appropriate member of staff.



	SUPERVISION AND LEARNING  
	PE Supervision and Health and Safety

Supervise PE lessons and physical activities when the PE teacher is absent, following the work, instructions and activity plans provided by the PE department.
Supervise students safely when moving between the school site, PE areas and Elm Lane, following agreed procedures.
Ensure PE equipment is used safely, appropriately and only for the activity intended.
Monitor students carefully during physical activity and report any accidents, injuries, near misses or concerns in line with school procedures.
Support safe changing room routines where required, always maintaining appropriate professional boundaries and safeguarding practice.
Promote positive participation, teamwork, respect and inclusion in PE lessons.


	ADMINISTATION AND OTHER DUTIES
	Administration, Feedback and Wider Duties

Provide timely feedback to the class teacher, Curriculum Leader or Cover Manager on completed work, behavior, student attitude, engagement, sufficiency of work set and any issues arising.
Cover tutor periods or support the work of form tutors where required, following the work and routines set.
Assist with examination invigilation, including small group invigilation and access arrangements such as reading or scribing where appropriately trained and directed.
Support study clubs, homework clubs, supervision duties, lunchtime supervision and other student supervision arrangements as required.
Assist as a responsible adult with school visits or off-site activities where directed and where appropriate risk assessments are in place.
Attend relevant meetings, briefings, training and performance development activities as required.
Undertake other reasonable duties requested by the Headteacher or line manager that are commensurate with the grade and nature of the role.



	RESPONSIBILITIES
	Safeguarding and Professional Responsibilities

Be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality, data protection and equality, reporting all concerns to the appropriate person.
Understand and follow statutory safeguarding guidance, including Keeping Children Safe in Education, and the school’s child protection and safeguarding policies.
Identify and report concerns about students who may be at risk of harm, abuse, neglect or exploitation.
Always maintain professional boundaries and confidentiality.
Support diversity, inclusion and equal opportunities for all students and staff.
Contribute to and support the overall ethos, aims and values of the school.

Appreciate and support the role of teachers, support staff, parents/carers, external agencies and other professionals.
Participating in relevant training and continuing professional development, including safeguarding, behavior management, SEND, health and safety and PE-related training were required.



	REVIEW
	Review of Job Description

This job description sets out the principal responsibilities of the post but is not an exhaustive list of every task that may be required. It may be reviewed from time to time in consultation with the postholder to reflect changing circumstances, school priorities or operational needs.



	SPECIAL NOTES AND CONDITIONS
	Special Conditions

This post is subject to satisfactory references, right to work checks, enhanced DBS clearance, medical clearance and any other pre-employment checks required by the school.
The post is exempt from the provisions of the Rehabilitation of Offenders Act 1974 and relevant convictions; cautions or other information must be declared in line with statutory guidance.
Online searches may be carried out for shortlisted candidates as part of the school’s safer recruitment process.
The postholder has a responsibility to promote and safeguard the welfare of children and young people in accordance with the school’s policies and procedures.
The Governing Body reserves the right to amend this job description at any time following consultation with the postholder.




Person Specification

The person specification outlines the experience, skills, knowledge and qualities expected of the successful candidate. It should be used to support shortlisting, interview questions and safer recruitment decision-making.
	Area
	Essential
	Desirable

	Qualifications and training
	Educated to degree level, or equivalent relevant professional experience. GCSE English and Maths at Grade C/4 or above, or equivalent. Good standard of literacy and numeracy. Willingness to complete safeguarding, behaviour management, SEND, health and safety and PE-related training as required.
	Relevant Level 3 qualification. Sports coaching qualification. First aid qualification.

	Experience
	Experience of working with young people. Experience of working as part of a team. Experience of supporting or supervising groups of students in a structured environment.
	Experience in a secondary school setting. Experience as a Cover Supervisor, Teaching Assistant, sports coach or youth worker. Experience supporting students with SEND or additional needs.

	Knowledge and understanding
	Understanding of the role of a Cover Supervisor, including that lessons and resources are normally planned and set by teachers or curriculum staff. Awareness of safeguarding, professional boundaries, confidentiality, equality and inclusion. Understanding the importance of behavior routines and a calm learning environment.
	Knowledge of Keeping Children Safe in Education. Awareness of PE health and safety, risk assessment and safe use of PE equipment. Understanding of school behavior systems and SEND strategies.

	Skills and abilities
	Able to give clear instructions, supervise whole classes, maintain a purposeful learning environment and follow school policies. Strong communication and interpersonal skills. Able to use IT systems, take registers, record concerns and provide clear feedback to teachers or leaders. Able to remain calm, consistent and professional under pressure.
	Able to support students with different learning needs. Able to lead safe physical activity under PE department direction. Able to contribute to mentoring, homework clubs, study support or extra-curricular activities.

	Safeguarding and pastoral suitability
	Commitment to safeguarding and promoting the welfare of children and young people. Able to recognize and report concerns promptly. Able to maintain appropriate professional boundaries and act as a positive role model for students.
	Previous safeguarding training. Experience working with vulnerable students or students requiring pastoral support.

	Personal qualities
	Reliable, punctual, flexible and well organized. Positive, resilient and approachable. High expectations of student behavior and conduct. Commitment to the ethos, values and aims of Forest Hill School.
	Interest in PE, sport, wider school life and supporting student personal development.


