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Personal Details

	JOB TITLE:
	Cover Supervisor 

	LINE MANAGED BY:
	Cover Manager

	SALARY:
	Kent Range 5

	DISCLOSURE LEVEL:
	Enhanced DBS

	WORKING TIME
	32.5 hours per week

Term time only 
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 Job Purpose: (The job's overall objectives)

	
	The main purpose of this role is to oversee and deliver cover work for teachers who are absent, these might be known in advance (eg planned absence where a teacher has a medical appointment or is undergoing professional development) or unexpected absence 
(eg absence due to illness, emergency).   You will be expected to liaise with the cover manager and /or Head of Department who will set the ‘Cover Work’.
Following Academy policies, you will then supervise the class through the lesson providing support and encouragement as appropriate and dealing with issues as they arise.  Any issues or problems during a lesson would be reported to the cover manager or the relevant Head of Department.  On a daily basis the cover manager will inform you of the lessons you will be covering.
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PRINCIPLE ACCOUNTABILITIES 

	
	· Supervising planned work to classes across the curriculum areas and assisting students to undertake the activities that have been set in accordance with Academy policy;

· Supervision and direction of students in the absence of the teacher;

· Responding to any questions from students about process and procedures;

· Managing the behaviour of students whilst they are undertaking this work to ensure a constructive learning environment in line with Academy policy; 

· Providing feedback on the completion of tasks;

· Dealing with any immediate problems or emergencies according to Academy policy;

· Collecting any completed work after the lesson and returning it to the appropriate teacher or Head of Department;

· Reporting back, as appropriate, using the Academy’s agreed referral procedures on the behaviour of students during the class, and any issues arising;

· Act as a role model in promoting the published aims and ethos of the Academy;

· Uphold the Academy’s behaviour and uniform regulations

· Set a good example in terms of dress, punctuality and attendance
· Any other reasonable ad hoc works, administration or services required
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POLICIES & PROCEDURES

	
	The post holder should demonstrate knowledge and understanding of all of the Academy’s policies/procedures eg taking delegated responsibility for the implementation of the Health and Safety Act in the area where you work.
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