	STUDY SUPPORT SUPERVISOR

Job Description




	Post:                                   STUDY SUPPORT SUPERVISOR
Responsible to:                 Assistant/Deputy Principal
Salary:                                Salary: point 6 (£22,587) – point 9 (£23,826) pro rata

Hours:                                36 hours per week – 40 weeks per year 
Purpose of the post   

· The role of the Study Support Supervisor is to assist the Head of Student Learning in providing a safe environment for the students in the Home Base (year group) area during the course of the Academy day. This will be done by ensuring that all the duties are carried out in accordance with the relevant policy guidelines

· Contribute to the safeguarding and promotion of the welfare and personal care of students with regard to Child Protection Procedures

· Under the direction of the teaching staff, to assist with the care of the students, supporting their learning and development

· To work under the guidance of teaching staff and within an agreed system of supervision, to implement work programmes with individuals/groups in or out of the classroom including the supervision of whole classes during the absence of teachers

· To include the cover supervision of classes during the absence of the teacher.  Cover supervision takes place where there is no active teaching and pupils undertake pre-prepared work/exercises

Main responsibilities of the post

Assistance in the maintenance of the Home Base areas will include:

· To set up each class room for lessons in the morning ensuring that all main computers, lights and equipment are in working order and to ensure the plasma monitor is working and switched on

· To check that any equipment not in full working order is reported to a technician 

· To check with the classroom teacher to ensure that everything is in order in the Home Base area

· To ensure that all computers and lights are switched off at the end of the day and all displays are undamaged

· To inspect the toilets at regular intervals to ensure they are in full working order 

· To supervise students in clearing and tidying the Home Base

· To assist in ensuring that all students are in the proper lessons at the correct time

· To prepare a written report of any unusual occurrence and to report to the Head of Student Learning or Deputy Principal should any misconduct be witnessed

· To support the Head of Student Learning in ensuring that Home Base procedures are followed at all times

· To ensure that students follow academy policies including the wearing of correct uniform 

· To ensure that everything reasonable is done to ensure health and safety of all students

· To welcome students into the Home Base area and to supervise the changeover of lessons

· To help and support students in their academic progress

· To ensure that students do not take food or drink outside the Home Base area

· To ensure that students are calm and orderly while waiting outside of  a classroom

· To assist students opening lockers if they have misplaced their key and to assist in arranging to have broken lockers repaired and lost keys replaced

· To assist the classroom teacher in escorting any student who may be having concerns, to either the Head of Student Learning, or record the incident and supervise the student in the Home Base until s/he is available 

· To be firm, fair and consistent in dealing with students. It is of the utmost importance that you control the Home Base and record any student out of class on the database. At the end of the day a report should be made available to the relevant members of staff
Cover will include:

· Undertaking lesson cover in the event of staff absence as a result of illness or for professional development reasons

· Supervising work that has been set by the teacher/department

· Manage the student’s behaviour in line with Academy policies, thus ensuring learning continues to take place 

· Work with individuals and groups to support expectations of acceptable personal and social behaviour and help to make this part of the learning experience

· Respond to questions from pupils

· Assist pupils to undertake set activities as appropriate

· Deal with any immediate problems or emergencies according to the academy’s policies and procedures

· Collect completed work after the lesson and return it to the appropriate teacher

· Report, as appropriate and in line with Academy policies and procedures, any problems such as incidents of disruptive or unacceptable behaviour during the lesson

· Report any problems with the set work to appropriate member of staff – especially if it is inappropriate or below an agreed standard

· Establish productive working relationships with students, acting as a role model and setting high expectations

· Manage the students Health and Safety, taking appropriate action related to any problems or emergencies that occur during a lesson

· Promote the inclusion and acceptance of all students within the classroom

· Encourage students to interact and work co-operatively with others and engage them all in activities

· Be responsible for keeping and updating records as agreed with the teacher
· Work with teachers to plan cover for absence known in advance and help prepare a bank of materials available for unexpected absence

· Be aware of and comply with policies and procedure relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to the appropriate person

· Contribute to the overall ethos/work/aims of the academy

· Attend and participate in meetings as necessary     
· Supervise students on visits, trips and out of academy activities as required 
· Be aware and comply with policies and procedures relating to child protection, equal opportunities, confidentiality and date protection, reporting all concerns to an appropriate person
OTHER SPECIFIC DUTIES

Our Study Support Supervisors are expected to be a integral part of the learning environment and contribute to students success in lessons
To carry out the duties in the most effective, efficient and economic manner available

To support the Academy Mission Statement and ethos

Any other task that is within the skill level and capability

To maintain confidentiality at all times

To carry out and communicate London Academy’s values in all aspects of work 

This post is subject to the enhanced level of disclosure

In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above. Such duties, however, will fall within the scope of the post at the appropriate grade. 
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