
SIR ROGER MANWOOD’S SCHOOL

CLASSROOM cover supervisor
job description  
Salary: Kent Scheme Band 4/5 £15,984-£18,471 pro rata
Term Time only (38 weeks), 34 hours per week starting at 8.15 am – 3.30 pm daily.
Line of responsibility

The Cover Supervisor is directly responsible to the Deputy Headteacher.  

Strategic purpose

· To provide classroom management of pupils in the absence of a teaching member of staff.

Operational responsibilities

· To offer Learning Support to individual students both inside and outside the classroom under the direction of the Deputy Head Pastoral;
· To provide cover in the school office from 08.15 – 08.30 daily.

· To cover classes from Yr.7 – Yr.11;
· To create an orderly, purposeful environment where pupils can complete the work set;
· To liaise with appropriate HOD on work to be set for classes;
· To undertake light administrative duties whilst in the classroom where appropriate;
· To liaise with the member of staff on the return from absence;
· To assist in classroom support if not needed for cover;
· To offer support to SENCO with routine admin work;
· To keep a record of cover completed and a record of the work set for classes;
· To participate in exam invigilation as required by Cover Manager/Examinations Officer;
· To act as lunchtime supervisor under the direction of a Deputy Head;
Conditions of employment

The postholder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body. S/he shall be subject to all relevant statutory and institutional requirements.

The postholder will undertake a period of induction and support will be offered as an ongoing process. 

The postholder may be required to perform any other reasonable tasks after consultation.  In addition to term time only the postholder may be asked to work some additional working days during school holidays for which they will be paid.
This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out other than within their set working hours.
This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the postholder.

All support staff participate in the school’s performance management scheme.
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