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Post:    	Cover Supervisor

Grade: 	JE Scale D		Salary:	£26,824 - £28,598 pro rata

Hours: 	1170 per annum (30 hours per week, 39 weeks per year – term time + 5 non pupil days) 
	Alternatively, candidates wanting to work between 1 day (6 hours) and 5 days (30 hours) per week will be considered and this can be discussed and agreed at interview
		

The post holder will be finally responsible to the Headteacher but will in the first instance be responsible to the Deputy Headteacher via the Staff Deployment Officer.

Appraisal review and staff development is the responsibility of the Deputy Headteacher.


Principle Duties

To work under the guidance of the teaching / senior staff and within an agreed system of supervision, to cover whole classes during the short-term absence of teachers and to respond to questions and generally assist pupils in undertaking set activities when fulfilling this supervisory role.

When supervision / cover is not required an underlying support / LSA timetable will be in place to follow under the direction of the INCO.

To undertake administrative and teaching assistant duties under the direction of the Deputy Headteacher.


· To liaise with the Staff Deployment Officer each day to ascertain classes to be covered and location of cover work.
· To supervise whole classes of pupils during the short-term absence of a teacher, including supervising work that has been set in accordance with the school policy, making resources available to pupils and collecting any completed work at the end of the lesson and returning it to the appropriate teacher / department.
· To implement learning activities / teaching programs and adjusting activities according to pupils’ responses / needs.
· To encourage pupils to interact and work co-operatively with others.
· To work with Subject Leads in lesson planning / evaluating and adjusting lessons / work plans as appropriate.
· To register the attendance of pupils in class groups, and at registration periods, as required.
· To provide general guidance and advice to pupils during periods of cover and provide general feedback to pupils in relation to progress and achievement.
· To maintain good order and discipline and promote positive behaviour amongst the group; to establish productive working relationships with pupils and set high expectations; to promote the inclusion and acceptance of all pupils within the classroom.
· To comply with the school’s behaviour management policies and procedures, and to report back as appropriate using the school’s agreed referral procedures on the behaviour of pupils during the class, and any issues arising.
· Being aware of, and complying with, policies and procedures relating to child protection, health, safety and security, confidentiality, and data protection. Report all concerns to an appropriate person.
· Being aware of and supporting difference, ensuring all pupils have equal access to opportunities to learn and develop.
· Contributing to the overall ethos / work / aims of the school.
· To attend assemblies as required.
· To administer and assess routine tests and invigilate examinations and tests.
· To participate in administrative and organisational tasks related to such duties as described above.
· To participate in induction, training and other learning activities as required.
· To accompany teaching staff and students on visits and out of school activities and take responsibility for a group under the supervision of a teacher.
· To maintain professional standards at all times.
· To provide backup First Aid cover if required.
· Belong to, and actively participate in, House Activities.
· To contribute to Enrichment and Intervention activities if required.


This is not considered to be an exhaustive list, as such; the job holder may be expected to carry out any other reasonable duties as directed by the Headteacher.
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