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MOUNT ST MARY’S CATHOLIC HIGH SCHOOL
STUDY SUPERVISOR - JOB DESCRIPTION


[image: T:\2015-2016\staff advent\IMG_8794.jpg]Salary Scale  	Salary Scale – C1 – £27,711 to £30,060 per annum pro rata (actual
starting salary £22,724)

Hours:		33 hours 20 minutes term time only plus 5 days (£20,470)

Responsible to: Headteacher’s PA

Main Duties and responsibilities:  
· To supervise student learning, delivering cover work that has been set for the short term absence of teachers.
· To report daily to the Headteacher’s PA to check on known staff absence.
· To liaise with the Lead Cover Supervisor to collect appropriate work for the classes, organise cover and distribute cover sheet to supply staff. 
· To liaise with teachers regarding cover work, in advance of lessons where appropriate.
· To register and record student attendance.
· To instruct students regarding the work left by their teacher.
· To provide students with the necessary resources for their learning.
· To enable orderly entrance and exit of classrooms.
· To create a calm and purposeful environment in which students can complete their work.
· To promote positive values, attitudes and good behaviour, dealing promptly with conflict in line with established policy.
· To manage the behaviour of students and recognise student achievement in accordance with the school’s rewards policy, while they are undertaking their work, ensuring a positive and purposeful classroom environment is established.
· To respond to questions and generally assist students to undertake the set activities within the lesson.
· To promote the inclusion and acceptance of all students within the classroom.
· As with all staff, to uphold our safeguarding responsibilities and deal with problems or emergencies according to the school’s policies and procedures.
· To ensure that all work is collected and returned to the classroom teacher.
· To work and liaise with the Learning Support Assistants who may be supporting individuals within the cover lesson.
· To manage resource effectively and ensure classrooms are left tidy and ready for the next lesson.
· To report back as appropriate using the school’s referral procedures on the behaviour of students during lessons and any issues arising.
· To support the use of ICT in learning activities and develop students’ competence and independence in its use.
· To recognise student achievement in accordance with the school’s rewards policy.
· To provide additional support to identified classes during times when cover lessons are not allocated.
· To invigilate internal and external examinations when required.
· To attend and participate in regular staff meetings.
· To participate in training and other learning activities.
· During periods when no cover lessons are allocated, to fulfil other responsibilities as delegated by the Headteacher’s PA.



Other duties:

· To play a full part in the life of the school community, to support its distinctive mission and Catholic ethos and to encourage staff and students to follow this example.
· To fully support the school in maintaining a strong Catholic character and fostering the faith development of students and staff.
· To display commitment to the protection and safeguarding of children and young people.
· To promote actively the school’s policies.
· To continue personal development as agreed.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
Mount St Mary’s is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  All successful candidates will be subject to a Disclosure and Barring Service check.  In accordance with Keeping Children Safe in Education, the school will carry out an online search as part of the due diligence on shortlisted candidates.
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