	Job Description
	Cover Supervisor
Reporting to: Assistant Principal
Salary Grade 5, Point 15 - 19
Term time only (+ inset days), 35.5 hours per week


	Teaching and Learning
	Supervise whole classes undertaking pre-prepared activities provided by a teacher during the short-term absence of a teacher
Manage the behaviour of pupils whilst they are undertaking work
Collect any completed work after the lesson and return it to the appropriate teacher
Report back as appropriate using the agreed referral procedures on the behaviour of pupils during the class and any issues arising
May have responsibility for a pastoral form group

	Resources
	Prepare the classroom/outside areas for lessons, ensuring resources are available and cleared away at the end of lessons as appropriate
May be responsible for presenting displays

May be responsible for creating resources as requested


	Exams, educational visits and other supervision
	May invigilate exams and tests
May assist escorting pupils on educational visits
May assist with break time supervision including facilitating games and activities

	Systems, policies and procedures
	Responsible for the safety and wellbeing of pupils in the classroom

	Team involvement
	May demonstrate own duties to new or less experience staff
Support the administration team and reception as required
Support academy and community evets that occur within normal working hours

	Building professional relationships
	Liaise with staff and other relevant professionals and provide information about pupils as appropriate
Exchanges information with staff and parents/carers

	Record keeping and information management
	Maintain records of work done during cover supervision periods

	Problem solving and decision making

	There is a need to interpret information and situations and may respond independently to problems and situations in line with procedures but may refer to the line manager for more unusual/difficult problems.

	Knowledge, skills and experience
	NVQ level 3 in related area or equivalent experience
Knowledge of behaviour management techniques
Competent in the use of ICT in all aspects of the role
Curriculum knowledge and experience to support self-directed learning
Knowledge and compliance with policies and procedures relevant to health and safety and child protection

	Physical demands and working conditions
	May be required to stand for long periods and or work in awkward positions e.g. low chairs
Some exposure to unpleasant conditions e.g. noise, outdoor working



Equal Opportunities:
· To promote equal opportunities in Education in Order that all children and families will gain optimum benefit from the service provided.
· To promote and ensure that all students and young people are happy, healthy, safe, successful and achieve economic wellbeing.
Generic Staff Requirements:
· Uphold the professional standards expected of every member of Academy staff in all dealings with colleagues, students, parents / carers and the wider community.
· Adhere to the principles expressed in the aims of the Academy and its mission statement.
· Actively contribute to the continued development of the Academy by attending training, participating in relevant meetings, and putting forward ideas for improvement.
· Be a positive, collaborative team member.
· Apply Academy policies in all aspects of the role.
· Keep up to date with all aspects of the Child Protection Policy as it applies to the post.
· Undertake any other duties commensurate with the post or as directed by the Principal.
Whilst every effort has been made to explain the main duties and responsibilities for the post, each individual task undertaken may not be identified.
This job description is current at the date shown but, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title.
All post holders are accountable through Ormiston Sir Stanley Mathews Academy Performance Management Policy. The Governors and Principal of Ormiston Sir Stanley Mathews Academy are committed to safeguarding and promoting the welfare of children and young people and ensuring that safer recruiting procedures are in place, and expect all staff and volunteers to share the commitment. Appointments will be subject to Safer Recruitment Procedures and a DBS check.
This job description will be reviewed annually. The post-holder may be required to take on additional responsibilities when necessary to ensure the effective running of the Academy.


