
Cover Supervisor – Job Description

	Job Title:
	Cover Supervisor



	Line Manager:
	Assistant Headteacher



	Date:
	September 2021 Start

	Grade:
	KR 5

	Hours:
	30 Per Week


	Weeks:
	39 Per Annum

	Normal Working Hours
	8.45 to 3.15 
	Monday to Friday
	1/2 hour lunch per day
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	PURPOSE OF JOB

To supervise whole classes during short-term absence of teachers.  Cover supervisors will give instructions for a lesson as provided for by a teacher.  The cover supervisor will ensure the good behaviour of the students and make sure the students engage in the learning activity.  The post holder will be required to respond to student’s general questions and provide feedback to the teacher on broad issues such as behaviour but will not be expected to undertake any planning, preparation, delivery or assessment of students’ progress and/or development.

Cover supervisors will be subject to general supervision and will act under the professional direction of teachers

	2
	PRINCIPAL ACCOUNTABILITIES

· Supervise 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.

· Act as a role mode and set high expectations of conduct to ensure that good behaviour is maintained.

· Keep appropriate records, as agreed with the teacher, to enable objective and accurate feedback to the teacher and students on the conduct of the lessons.

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

· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety, security, confidentiality and data protection, reporting any concerns to the appropriate person, to maintain a safe and secure learning environment for students.

· Participate in training and other learning activities as required and attend relevant meetings to ensure own continuing professional development.
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	NECESSARY EXPERIENCE

· Successful recent experience of working with children of relevant age.

· Good general standard of education, especially with regards to numeracy and literary skills.

· Must have undertaken induction training for teaching assistants.

· Ability to apply behaviour management policies and strategies which contribute to a purposeful learning environment.

· Understanding of relevant policies, codes of practice, legislation.  Basic knowledge of first aid an advantage.

· Must be able to use own initiative, work independently, motivate and inspire with a creative approach to problem solving.

· Must have excellent communication skills, both verbal and written.

· Must have the ability to work calmly under pressure and have the ability to adapt quickly and effectively to changing circumstances/situations.
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	SCOPE FOR IMPACT

The post holder will have sole responsibility for the students in the classroom.  Although the teacher would have set the learning plans etc. the post holder must ensure the objectives are achieved by the students within a safe and secure environment, ensuring good behaviour at all times.
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	JOB CONTEXT

The post holder will be in charge of a class of approx. 30 students.  They must give clear instructions for the lesson provided by the teacher ensuring that learning outcomes are achieved.

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 excellent communications skills to be able to inform, persuade and negotiate with students and provide feedback to other professionals and parents as required.
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	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.




Cover Supervisor – Person Specification

	1.
	The ability to communicate effectively with Teachers, other school staff, parents and carers and the wider community.

	2.
	The ability to be patient and remain calm in challenging and busy situations.

	3.
	A willingness to undergo relevant training, as required, in order to develop further in the role.

	4.
	An awareness of and ability to maintain the confidential aspects of the job.



	5.
	A willingness to promote and contribute to the happy atmosphere of the school.

	6.
	To contribute and be a part of great team environment.

	7.
	Be honest, reliable and approachable

	8.
	To have a positive approach to problem solving.



	9.
	An awareness of relevant school policies and procedures: e.g. Equal Opportunity, Behaviour Anti Bullying school rules, first aid, fire evacuation, Health & Safety and Child Protection


Personal Development

· To assess development and training needs and discuss with line manager.

· To set your own targets before any development activity and review and evaluate the activity after completion, cascading information to the appropriate team when relevant.

· To keep own personal records of all staff development activities in which you are/have been involved.

· To carry out as requested from time to time any other relevant duties as may be reasonably required by the Headteacher and Business Manager. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. It is also expected that the role will develop, working to specific strengths of the successful candidate.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

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.  It will be reviewed annually or earlier if necessary. In addition, it may be amended at any time after consultation with you.  

Two copies of this job description should be signed, the post holder retaining one and copy held on personnel file.

Employee name: ………………………………………………………  Signature:………………………………………….

Date: …………………………
 The Royal Harbour Academy




















