	Job Description
Cover Supervisor
	


	Job purpose:
	To provide classroom supervision of students and carry out related tasks in the absence of teachers as well as classroom support for students and teachers as directed.

	Reporting to:
	Deputy Head 

	Responsible for - Staff
	None

	Liaising with:
	All staff, students, parent/carers and visitors to the academy                                    

	Grade of post:
	G4
	Gauge ref:
	A23289

	Working Hours
	Part Time (37 hours)
	Working Weeks
	Term Time 

	Working Times
	Hours to be arranged.  Although a flexible approach is required to working times.

	Disclosure level:
	Enhanced with barred list check

	Conditions of employment
	No holidays are permitted during the 190 day teaching year unless prior approval has been sought and agreed in advance with the Headteacher.


	Job Outline

	· To provide classroom supervision for absent teaching colleagues: -

· to take a register at the start of each lesson

· supervising work that has been set in accordance with the academy’s procedures
· managing the behaviour of students whilst they are undertaking this work to ensure a constructive environment

· responding to questions from students about process and procedures

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

· collecting any completed work after the lesson and returning it to the appropriate teacher

· reporting back as appropriate using the academy’s agreed referral procedures on the behaviour of students during the class and any issues arising

· to liaise with Subject Leaders or other teaching staff about the work set for the lesson, without leaving the students unsupervised at any time

· to liaise regularly with Deputy Head about the quality and appropriateness of work set for students
· To work as part of an examination invigilation team, for external and internal exams, as required.
· To ensure observation of Health & Safety regulations, child protection and data protection regulations.
· To support subject teachers in the classroom and in the production of resources as required.

· To establish good working relationships with students, acting as a role model and setting high expectations.

· To undertake administrative duties and curriculum support when not engaged in supervising classes.

· To contribute to the supervision of clubs, including out of school sessions.

· To participate in the lunch and break duty rotas.

· To be part of the support team contributing to the maintenance and upgrading of displays around the academy.

· To undertake relevant training for personal and professional development.

· To participate in the appropriate staff review and Performance Management processes.

· To work under the direction of the lead teacher/organiser when accompanying staff on academy visits.

· Any other duties commensurate with the grade and job title as directed by the Office Supervisor / Deputy Head.


	Other Specific Duties

	· To carry out the duties in the most effective, efficient and economic manner available.

· To support the development and promotion of an image which is consistent with the aims of the school.
· Be aware of and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the academy.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as may be reasonably directed.


	Health and Safety Training 

	· To undertake Health and Safety Training on areas within the designated work area.
· Be aware of the responsibility for personal Health, Safety and Wellbeing and that of others who may be affected by your actions or inactions.

· Co-operate with the academy on all issues to do with Health, Safety & Wellbeing.

	Pastoral Care

	· Support the school’s implementation of all current statutory requirements including contributing to the safeguarding and promotion of the welfare and personal care of children and young people with regard to Child Protection Procedures.

· Deal with or report, to the nearest member of the teaching staff, incidents that are seen or reported regarding students’ welfare.

	Academy Ethos

	· Commitment to the protection and safeguarding of children.
· Play a full part in the life of the academy community, supporting its distinctive mission and ethos and encouraging staff and students to follow this example.

· Promote actively the academy’s corporate policies. 

· Comply with the academy’s health and safety policy and undertake risk assessments as appropriate.

	Continuing Professional Development - Personal

	· To continue personal development in the relevant area.

· To participate in the staff review and development appraisal process.

· In conjunction with the line manager, take responsibility for personal professional development.
· Undergo appropriate training to support the delivery of ‘specified work’ in order to develop skills for the post.

· Maintain a professional portfolio of evidence to support the Performance Management process - evaluating and improving own practice.

	Review of Arrangements 

	The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered however that it is inevitable that over time the nature of individual jobs will change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently the academy will expect to revise the job description from time to time and in consultation with the post holder. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the academy in relation to the post holder’s professional responsibilities and duties.


	Person Specification / Selection Criteria

Cover Supervisor
	


A. Experience

	
	Essential
	Desirable
	Source

A 
= Application

I 
= Interview

R 
= References

T 
= Task/Observation

	Experience of working and interacting with children of a relevant age and or learning need
	E
	
	A, I


B. Training and Qualifications

	
	Essential
	Desirable
	Source

	Minimum of 3 GCSE’s Grades (A to C) including English & Maths or equivalent qualifications to NVQ Level 2 / QCF credit value
	E
	
	A, I

	NVQ Level 2 or equivalent qualification or an comparable level of experience
	
	D
	A, I

	Willingness to obtain basic first aid certificate
	
	D
	I


C.
Knowledge and Understanding
Applicants should be able to demonstrate knowledge and understanding of the following areas relevant to the post.
	
	Essential
	Desirable
	Source

	Basic knowledge of how to use ICT to support learning
	E
	
	A, I

	Understanding of how to use relevant equipment/resources
	E
	
	A, I

	Some knowledge of children’s games and activities
	E
	
	A, I

	A knowledge of the national/foundation stage curriculum and other basic learning programmes
	
	D
	A, I

	Understanding of relevant policies, codes of practice and awareness of relevant legislation
	
	D
	A, I

	Basic understanding of child development and learning processes
	
	D
	A, I

	Knowledge of basic Health and Safety
	
	D
	A, I


D.
Personal Skills, Abilities and Competencies

Applicants should be able to provide evidence that they have the necessary skills and abilities required.

	
	Essential
	Desirable
	Source

	Ability to communicate with and relate well to students and adults
	E
	
	A, I

	Ability to use different approaches  to deal with whole classroom and individual behaviour
	E
	
	A, I

	Ability to work under supervision and as a team member
	E
	
	A, I

	A personal and friendly nature
	E
	
	A, I

	Ability to work in accordance with the academy’s health and safety policies
	E
	
	A, I

	Ability to deal with minor injuries
	
	D
	A, I

	PERSONAL QUALITIES
	
	
	

	Good attendance 
	E
	
	A

	Tact and a sense of humour
	E
	
	A, I

	Resilience
	E
	
	A, I


E.
Legal Issues 

	
	Essential
	Desirable
	Source

	Legally entitled to work in the UK
	E
	
	I


F.
Corporate Responsibility
	
	Essential
	Desirable
	Source

	Commitment  to comply with the academy’s policies i.e. Equal Opportunities, Health & Safety
	E
	
	A, I

	Commitment to continue personal development in relevant area
	E
	
	A, I

	Commitment to share and develop good practice
	E
	
	A, I

	Commitment  to participate in the staff review and development process
	E
	
	A, I

	Commitment to raising standards for all students
	E
	
	A, I

	Commitment to the promotion of health and safety at work and to the protection and safeguarding of children
	E
	
	A, I

	Need for awareness of and commitment to equal opportunities
	E
	
	A, I


G.
Application Form 

	
	Essential
	Desirable
	Source

	Accurate completion of academy application form
	E
	
	A

	High standards in spelling and writing
	E
	
	A


