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ST ANSELM’S CATHOLIC SCHOOL

JOB DESCRIPTION: COVER SUPERVISOR
GRADE/SALARY RANGE: KSC
HOURS:   30 hours a week for 39 weeks a year
Person Specification
	
	Essential
	Desirable

	Qualifications
	
	· Educated to degree standard

· Hold GCSE Maths and English, or equivalent.

· Recent CPD in behaviour management

	Specific Skills, Experience and Knowledge
	· Knowledge of Behaviour for Learning and Classroom Management techniques.

· Familiarity with policies concerning Health & Safety, AEN and Equal Opportunities

· ICT skills including experience of Microsoft Office
	· Previous experience of working with children and young people, preferably within an educational setting.
· Knowledge of the school SIMS system.

	Personal Qualities
	· Excellent record of punctuality and attendance
· Excellent written and verbal communication skills

· Ability to remain calm under pressure.

· Able to work effectively as part of a team

· Willing to undertake relevant training to develop performance
· Supportive of the School’s Catholic Ethos
	· Desire and potential to progress to further promotion


Responsibilities
· To assist in the provision of classroom cover within the school ensuring that adequate cover is provided at all times by suitably qualified and competent individuals and to ensure comprehensive and accurate records are maintained at all times.
· To assist in ensuring that all classes, form groups and out of hours clubs have adequate supervisory cover in the event of staff absence by suitably competent and qualified individuals. 

· To supervise classes during periods of teacher absence
· To ensure that the learning objectives set by the teacher are achieved
· To ensure inclusion and acceptance of all students within the classroom in order to promote equal opportunities
· To manage student behaviour to ensure a safe and constructive working environment.
· To deal with any immediate problems or emergencies according to school policies and procedures.
· To respond to pupils’ general questions and provide feedback to the teacher on issues such as behaviour and quality of work produced by students
· To set homework when appropriate as requested by the absent teacher
· To collect work done during the lesson, if required, to pass on to the teacher
· To support the use of ICT and other equipment and materials to enable students to achieve the learning objectives set by the teacher
· To participate in training and other learning activities as required and attend relevant meetings to ensure own continuing professional development
· To assist with invigilation when required
· To assist with other administrative or support tasks that may be required when not providing cover
· To drive the school minibus when required, training will be provided.
Other

A Cover Supervisor may be required to undertake any other reasonable tasks as required by Headteacher.
This job description is current at the date shown, but, in consultation with the postholder, may be changed to reflect or anticipate changes in the job commensurate with the grade and job title.
