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Cover Supervisor
Job Description and Person Specification


Job title:	Cover Supervisor (Full-time, term-time only)

Main purpose: 	We are seeking to appoint a committed individual to work as part of a friendly and dedicated staff team. The cover supervisor will work under the guidance of teaching staff within the College’s system of cover and will be responsible for supervising pupils as they complete work set by their teacher and to assist in preparing the learning environment and the materials required. The post holder will need to maintain a positive learning environment and ensure pupils are on task.  

Reporting line:	Vice Principal (or Assistant Principal Academic in their absence) 

MAIN DUTIES 


· To liaise with the Vice Principal and coordinate the management of cover and supply across the College.

· To liaise with teachers, heads of department and the Assistant Principal Academic to ensure that the quality of cover work supplied is consistent with College teaching and learning expectations and policy.

· To provide reports to the SMT as required.

· To cover lessons for absent teachers.

· To allocate, explain and oversee cover work set to pupils.

· To report to the Assistant Principal Academic any concerns with cover work set to include quality or appropriateness of cover.

· To offer general assistance to pupils in completing cover work in class.

· To follow the College’s in class behaviour management and referral systems.

· To organise the day's lessons efficiently in advance so that they run as smoothly as possible.

· When not engaged in carrying out cover, to undertake administrative or pupil support duties at the direction of the Vice Principal or Assistant Principal Academic. This could include break and lunch duties and occasional supervision of pupils in the wellbeing room.

· To take registers in all lessons and promptly report any in lesson absences.

· To liaise directly with teachers to ensure cover lessons are delivered to a high quality.


OTHER DUTIES: 


· Under the direction of the SMT, undertake such other tasks that may be required to further the efficient running of the College, commensurate with the level of the post holder.

· To participate in College trips/visits when requested.

· To assist with invigilation when requested. 

· To support in main office administration whenever required.

· To be responsible for own professional development, identifying training needs as appropriate.


PERSON SPECIFICATION:

· Knowledge of strategies to recognise and reward efforts and achievements of pupils that are appropriate to the age and development stage of the pupils.

· Basic knowledge of SEN and other learning barriers.

· To be well organised and possess strong time management skills.

· To have relevant experience in successfully supervising groups of children aged 11-16.

· To have worked previously in a school or comparable large organisation.

· Understanding of a school environment.

· Ability to provide classroom cover – within agreed parameters – in the absence of the class teacher.

· Ability to consistently and effectively implement agreed behaviour management strategies.

· Ability to use language and other communication skills that pupils can understand and relate to.

· Ability to establish positive relationships with pupils and empathise with their needs.

· Ability to demonstrate active listening skills.

· Ability to provide levels of individual attention, reassurance and help with learning tasks as appropriate to pupils’ needs, encouraging the pupils to stay on task.

· Ability to monitor the pupils’ response to the learning activities and, where appropriate, modify/adapt activities agreed with the teacher to achieve the intended learning outcomes.

· Ability to carry out/report on observations of pupils’ knowledge.

· Commitment to own personal and professional development.

· Awareness of safeguarding systems and issues which might arise.

· Staff 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. Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors.

· Following consultation with you this job description may be changed by management to reflect or anticipate changes in the job which are commensurate with the salary and job title.


QUALIFICATIONS:

· HLTA or equivalent, or willing to work towards this qualification (Desirable) 
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