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Cover Supervisor
Job Description & Personal Specification


	School:
	St Edward’s Catholic Primary School

	Grade:
	Kent Scheme C

	Responsible to:
	Headteacher



Purpose of the 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.

Key Duties and Responsibilities:

· 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 the Headteacher
· Invigilate exams and tests 
· Model and encourage the values of love, respect and achieve in interactions with all members of the school community.

Personal Specification:

Necessary Experience 
· Good standard of general education (i.e. NVQ level 2 or GCSE equivalent) together with good numeracy and literacy skills. 
· Previous experience (1-2 years) of working with children of relevant age
· Use of 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.
· Knowledge of policies and procedures relating to safeguarding, health, safety, security, equal opportunities and confidentiality. 


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.


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.

The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS
Desirable

	
· Level 1 or 2 Diploma (or equivalent) with proficient practical skills.

	EXPERIENCE
Desirable


	
· Previous experienced of working with children


	SKILLS AND ABILITIES







	
· A positive attitude to pupils learning and behaviour
· Excellent communication, listening and observation skills.  
· Good interpersonal skills.  
· Ability to embrace new initiatives in a practical way and to              
· manage change effectively
· Ability to work effectively both independently and as part of a 
team  
· Ability to liaise effectively with external agencies
· Numeracy and literacy skills
· Basic IT skills
· 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


	 

	
Knowledge of policies and procedures relating to:

· Child Protection
· Health & Safety
· Security
· Equal Opportunities
· Confidentiality
· GDPR

	QUALITIES
	
· Ability to maintain and develop good positive, sensitive    personal relationships with children, parents, staff, governors and the wider community
· Confidential and professional at all times
· Effective in time management - Flexibility 
· Imagination, enthusiasm, approachability and a good sense of 
humour





Headteacher

Signed: 							Date:




Employee

Signed: 							Date:





Footnote:	This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.
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