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JOB DESCRIPTION
Job Title:
Senior Learning Supervisor (Job Share)

Reports:
Assistant Headteacher
Grade:  
Kent Range 6, £13,259.46 actual (£25,127 FTE)
Hours:
07:30 - 15:40 (term-time only)
Job Holder’s Name:
Vacancy
Date: 
July 2024
DUTIES AND RESPONSIBILITIES

To organise daily cover for absent teachers and manage the work of the team of Learning Supervisors.  In addition, to supervise students engaged in learning activities to ensure that the learning objectives set by the teacher are achieved.
Summary of Key Responsibilities for the Senior Learning Supevisor role 
· Note and act upon messages from staff regarding absence, including phone calls, emails, letters, voicemails and standard forms for notifying planned absence.  
· Daily drop-in with line manager to check for last minute instructions and to discuss any relevant issues.
· Record staff absence, and the reason for it, in SIMS.net
· Use SIMS.net cover on a daily basis, to keep accurate records of staff cover.

· Ensure all classes are covered in line with school procedures.

· Manage day-to-day cover, including the assignment of learning supervisors to cover, and, when needed, teaching staff and supply teachers.

· Manage room changes where these may be needed during the working day.

· Communicate cover arrangements effectively to staff, including emergency cover requirements and check they have been received.
· Check the ‘missing registers’ report daily and follow up on any where cover was in place.
· Check in advance of the lesson, that cover lessons and resources have been provided by the teacher.

· Discuss cover with staff when needed, and deal with any queries about the cover arrangements. 

· Disseminate any relevant staff training to Learning Supervisors and Bank Staff when they are unable to attend in person.  
· Produce a monthly employment summary of supply and bank staff for the Finance Director.
· Produce a monthly CPD summary for supply and bank staff to the Senior Finance Assistant.

· Produce a monthly summary of supply teacher employment for the Operations Director.

· Manage the work of the Learning Supervisor Team, which will include lesson cover and also support for the link Heads of Faculty or pastoral team in tasks such as preparation of curriculum materials or completion of paperwork for educational visits.

· Be responsible for the performance management of the Learning Supervisor Team.

Summary of Key Responsibilities for the Learning Supervisor role

· Interpret accurately the work set by absent teachers, supporting students in their learning and clarifying the instructions as necessary.  

· Be responsible for the best use and security of resources within a classroom.

· Be responsible for the teaching room with regard to its good order and health and safety issues.

· Supervise students engaged in learning activities to ensure that the learning objectives set by the teacher are achieved.

· Ensure inclusion and acceptance of all students within the classroom in order to promote equal opportunities.

· Act as a role model and set high expectations of conduct to ensure the school’s Behaviour Policy is followed and that good behaviour is maintained.

· Keep appropriate records to enable objective and accurate feedback to teachers and students on the conduct of the lessons.

· Support the use of IT and other equipment and materials to enable students to achieve the learning objectives set by the teacher.

· Be aware of and comply with policies and procedures relating to child protection and safeguarding, equal opportunities, health & safety, security, confidentiality and data protection, reporting any concerns to the appropriate person, to maintain a safe and secure learning environment for students.

· Participate in training and other learning activities as required and attend relevant meetings to ensure own continuing professional development.
· Invigilate internal and external exams if required.

· Accompany school trips as a responsible adult.

· Undertake training appropriate to the role, including First Aid.
Necessary Experience and skills/qualifications
· Good general standard of education, especially with regards to numeracy and literacy skills.

· Ability to forward plan.
· Ability to use own initiative, work independently, motivate and inspire with a creative approach to problem solving.
· Good interpersonal skills.
· Ability to manage a small team of people, including taking responsibility for Appraisal. 
· Ability to apply behaviour management policies and strategies which contribute to a purposeful learning environment.
· Good organisational and time-management skills.
· Excellent communication skills, both verbal and written.
· Ability to work calmly under pressure and have the ability to adapt quickly and effectively to changing circumstances/situations.
Agreed by:


Approved by: 






Vacancy

Sharon Pritchard, Headteacher
Date:



Date:



- 2 -

