St. John’s Catholic Comprehensive School
	Role Profile
	Cover Supervisor

	Reports to
	Cover Manager 

	Grade
	Kent Scheme Pay Grade - C 

	Job Purpose
	To supervise and give instruction to whole classes during short term absence of teachers ensuring students engage in the learning activity and behave in an appropriate manner.


	Accountabilities
	To be responsible for the following:

· Supervision of students engaged in learning activities to ensure that the learning objectives set by the teacher are achieved, also ensuring inclusion and acceptance of all students within the classroom in order to promote equal opportunities.

· To set homework when appropriate and/or requested by the absent teacher.

· To collect work done during the lesson, if required, to pass on to the teacher, via the agreed route.

· To keep appropriate records, in accordance with school policy, to enable objective and accurate feedback to the teacher and students on the conduct of the lessons.

· To support the use of ICT and other equipment and materials to enable students to achieve the learning objectives set by the teacher.

· To register every student for each lesson using the School Information Management System (SIMS), Lesson Monitor module.

· To play a proactive role in upholding and modelling the Catholic ethos of our school as well as our Mission Statement values.

· To be responsible for setting high standards of conduct and appearance in the school.

· To forge excellent working relationships with all school stakeholders; students/staff/parents/carers/governors/associated third parties - liaising with all in a professional manner which upholds our Catholic ethos and Mission.

· To be aware, and comply with, policies and procedures relating to child protection, equal opportunities, health, safety, security, confidentiality and data protection/GDPR; reporting any concerns to the appropriate person, to maintain a safe and secure learning environment for students.
· In safeguarding terms, this role involves ‘regulated activity’.  You must work in line with statutory safeguarding guidance (e.g.; Keeping Children Safe in Education, Prevent) and child protection policies, liaising with the Designated Safeguarding Lead (DSL or Deputy DSL) to promote the best interests of students, including sharing concerns where necessary. Also, to liaise with other schools and to share safeguarding best practice across St John’s.

· To participate in training and other learning activities as required and to attend relevant meetings to ensure own continuing professional development.

· To assist with examination invigilation when required.

· To undertake any other duties commensurate with this post.


	Knowledge & Skills
	The postholder should possess the following knowledge and skills:
· Educated to GCSE or equivalent level, e.g.; 5+ A* to C grades (or level 4 and above grades) at GCSE, or equivalent, including English and Maths.

· Excellent communication skills, both written and verbal and the ability to act in a calm but firm manner when working with students.
· Ability to relate to students and their parents/carers and have a good understanding of individual and special educational needs.

· Ability and confidence to deal with students in a classroom situation.

· Tact and diplomacy to deal with a range of situations and an ability to handle confidential material in an appropriate manner.
· Ability to remain calm under pressure

· Excellent ICT skills to include experience of all Microsoft Office systems and SIMS (SIMS experience is desirable, but not essential, as training will be provided for the successful candidate). 
· The ability to be able to organise, prioritise and manage a workload effectively.
· Work effectively as part of a team.
· Be willing to undertake specific and relevant training to develop performance.
· Be willing to work flexibly when the situation requires.
· Have the ability to adapt to an ever-changing environment and to recognise own strengths and expertise and use this to support and advise other members of the team.
· To work in a proactive and forward-thinking manner.

· Tact, diplomacy and empathy to deal with a range of situations and an ability to handle confidential material in an appropriate manner.

· To understand and comply with policies and procedures relating to child protection, equal opportunities, health, safety, security, confidentiality and data protection.

· Be willing to undertake specific and relevant training to develop performance and to demonstrate self-reflective practice.



	Personal Qualities
	Emotional self awareness

Accurate self-assessment

Self confidence

Solution-focused approach to problem-solving

Resilience

Emotional self control

Transparency

Adaptability

Achievement orientation

Initiative

Optimism


	Empathy

Organisational awareness

Service orientation

Team work and collaboration

Developing others

Inspirational leadership

Conflict management



	Notes
	· 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 or amendment at any time after consultation with the holder of the post.
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