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Aspire, Invest, Respect




	Job Description – Waseley Hills High School


	Job Title:


	Cover Supervisor

	Department:


	Cover Team

	Salary Grade:


	Scale 4, Points 18-21

	Contracted Hours/Week:


	32.5

8.15am to 3.45pm Monday to Friday



	Contracted Weeks/Year:


	Term Time Only plus 5 INSET days

	Responsible to:


	Cover Manager 


MAIN JOB PURPOSES

· The post is to provide cover for whole classes during the short-term absence of a teacher.  The teacher may be absent on sick leave or to participate in professional development or to attend a meeting or to allow time for planning, preparation or assessment.  The Headteacher’s professional judgement will determine the deployment of a cover supervisor.

MAIN RESPONSIBILITIES

DUTIES










· Supervise work that has been set by a teacher.

· Manage the behaviour of pupils whilst they are undertaking this work to ensure a constructive environment.

· Respond to any questions from pupils about process and procedures.

· Deal with any immediate problems or emergencies according to the school’s policies and procedures.

· Collect completed work after the lesson and pass to the appropriate teacher.

· Report, as appropriate using the school’s agreed referral procedures, on the behaviour of pupils during the class and on any problems arising.

· To undertake office administration and reception duties as necessary when not being utilised for cover

· To assist with the short-term management of cover in absence of the Cover Manager.

EQUALITIES

· Be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop.

HEALTH AND SAFETY

· Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection; and report all concerns to an appropriate person.
                                                              
SUPERVISION

· The post holder is managed directly by the Cover Manager and indirectly the school's senior management team.  The frequency of meetings is determined by the school's performance management policies and practice.

· No supervision of staff is required

KNOWLEDGE, EXPERIENCE AND TRAINING

· Experience of working with children of the relevant age.

· Numeracy and literacy skills equivalent to NVQ Level 2 or GCSE Grade C in Mathematics and English.

· Understanding of the curricular requirements of the school, these to include statutory requirements.

· Competence in the use of ICT to support teaching and learning.

· Ability to work with a minimum of supervision and within a team.

· Ability to manage pupils in a classroom setting.
ADDITIONAL INFORMATION
· The post holder is required to contribute to and support the overall aims and ethos of the school.

· All staff are required to participate in training and other learning activities and in performance management and development, as required by the school’s policies and practices.

SUPPORT FOR THE SCHOOL
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection. Reporting all concerns to the appropriate person.

· Attend and participate in meetings where appropriate

· Contribute to the overall ethos/work/aims of the school.

· Participate in training, other learning activities and performance development as required.

· Recognise own strengths and areas of expertise and use these to advise and support others.

· Any other duties commensurate with the duties/responsibilities/grade of the post.

All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working.
Signed:………………………………………………………
…………             Date:………………………………                              
July 2020

