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JOB DESCRIPTION
Job Title:
Cover Supervisor




SALARY: 
KR 5 



32.5 hours per week



38 weeks per year

1.  PURPOSE OF JOB
To supervise whole classes undertaking pre-prepared activities provided by a classroom teacher during their short-term absence. The primary focus is to maintain order and to keep pupils on task.

2.  PRINCIPAL ACCOUNTABILITIES
· Supervise pre-prepared activities and self-directed learning in the short term planned / unplanned absence of teachers to provide continuity of learning for pupils.
· Prepare the classroom/outside areas for lessons, ensuring that resources are available and cleared away at the end of the lessons as appropriate.

· Manage the behaviour of pupils whilst they are undertaking work.

· Collect any completed work after the lesson and return it to the appropriate teacher after it has been marked.
· Report back as appropriate using agreed referral procedures on the behaviour of pupils during the class and any issues arising.

· Undertake exam invigilation where necessary.

· Be aware of and comply with policies and procedures relating to child protection, health, safety, security and confidentiality reporting all concerns to an appropriate person to ensure pupils’ wellbeing.
· Contribute to the overall work/aims of the school and appreciate and support the role of colleagues and other professionals to enable the school fulfil its development plans etc.

· Undertake training and other learning activities and attend relevant meetings (within contracted hours) as required to ensure own continuing professional development.

· To undertake any reasonable job requested by Head of School

3.  NECESSARY EXPERIENCE
· Good standard of general education (i.e. NVQ level 2 or equivalent) together with good numeracy and literature skills.

· Previous experience (1-2 years) of working with children of relevant age.
· Use basic technology (computer, video, photocopier, IWB)

· Knowledge of procedures for supervising pre-prepared learning activities, providing feedback.
· Ability to apply behaviour management policies and strategies which contribute to a purposeful learning environment.

· Must be able to work calmly under pressure and have the ability to adapt quickly and effectively to changing circumstances/situations.

· Have the ability to relate well to children and adults, understanding their needs and being able to respond accordingly.

· Good influencing skills to encourage pupils to interact with others and be socially responsible.
4. SCOPE FOR IMPACT

Support staff in schools make a strong contribution to pupils' learning and achievement.  Cover Supervisors will enable the school to cover teacher sickness and professional development with an adult that is already known to the children.
5.  JOB CONTEXT
Cover Supervisors will be expected to work effectively in the absence of the Class Teacher. They will be supervising the whole class as well as working with individual pupils and/or small groups according to the planning set by the Class Teacher.  They will contribute to, and need to demonstrate skills in, planning, monitoring, assessment and class management.  Cover Supervisors are also expected to work as part of the school team and contribute to plans to ensure the school meets its aims. The post holder must work within the relevant policies, codes of practice and legislation reporting any concerns to the relevant person.  

The post holder must have good communication skills to be able to inform, persuade, inspire and motivate pupils and provide feedback to other professionals and parents as required.

Line Management responsibility:
Deputy Headteacher / Assistant Headteacher
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Cover Supervisor
The Island Learning Trust is committed to safeguarding.  The Trust is committed to ensuring the highest levels of safeguarding and promoting the welfare of our pupils, and we expect all our staff and volunteers to share this commitment. 
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