[image: new crest tall mark]
Cover Supervisor
	 
Salary: SCP4, £18,426fte
Hours:  08:35 – 15:35 (TTO)

Post holder:   
Responsible to:  


Purpose of the job: To supervise whole classes during the short-term absence of the class teacher under the guidance of teaching/senior staff, including implementing work programmes, managing student behaviours and assisting students in relevant learning activities in line with the School’s policies and procedures.













This job description lists the key duties and requirements of the job and is not all-inclusive. The post holder may be expected to perform duties, under the direction of the Headmaster, other than those contained in this document and may be required to have specific job-related knowledge and skills. The allocation of duties is provisional and is subject to regular review.

Duties and Responsibilities

· To supervise classes in the absence of their teacher, including:
a) Register and record student attendance in lessons.
b) Provide students with the necessary resources for their learning.
c) Ensure orderly entry and exit of classrooms.
d) Manage resources effectively and ensure classrooms are left tidy and ready for the next lesson.
e) Follow the School’s Behaviour policy and procedures.
f) Liaise with subject teachers about cover work.
· Communicate, distribute and supervise work that has been set by the teacher in accordance with School policy.
· Manage the behaviour of students whilst they are undertaking this work to ensure that a calm and purposeful atmosphere exists in the classroom enabling learning to take place.
· Effectively manage instances of poor behaviour and any other immediate issues or emergencies that arise in accordance with school policy.
· Collect any completed work after the lesson and return it to the appropriate teacher.
· Report back to the teacher as appropriate using the School’s agreed referral procedures on the behaviour of pupils during the class and any issues arising.
· Provide general clerical/administrative support, e.g. input and retrieval of data into computerised and manual systems, taking registers etc. as required.
· Accompany staff and students on educational visits, trips and out of school activities as required and take responsibility for a group under the direction of the teacher/organiser. 
· Recognise own strengths and areas of expertise and use these to advise and support others.
· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate.
· Attendance at appropriate staff meetings and CPD activities.
· Support the School’s supervisory duty pattern as required and undertake break time and lunchtime supervision duties.
· Any other duties as commensurate within the grade in order to ensure the smooth and safe running of the school
			
GENERAL
· [bookmark: _Hlk499887768]Promote and safeguard the welfare of students you come into contact with. 
· Be aware of and comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and adhere to all School and Trust level policies and procedures and comply with their contents, raising any concerns in a timely manner.
· Be aware of, support and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the School and Trust.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training, other learning activities and performance development as required.
· Engage actively in the performance review process.
· Perform any other such duties as the Headmaster may reasonably from time to time determine.
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