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Job description: Cover Supervisor
	Location
	Lincoln Carlton Academy 

	Contract term
	Permanent 

	Full time/term time
	Term Time +1

	Pay range
	G7 Point 18 to 21

	Reporting to
	Deputy Head Teacher



Job purpose
To cover lessons and to complete any administration required to facilitate this.
To supervise whole classes/grouped class supervision during the short-term absence of a teacher.
The role involves take sole charge of a group of pupils as required; there will be a system of supervision in place from qualified teachers in case of any difficulties.
To give instructions for the lessons as provided by a teacher with a primary focus of the role being to maintain good order and to keep students engaged in learning.

Main duties and responsibilities

In accordance with DfES recommendations the postholder should be familiar with the full range of school policies, particularly those regarding health and safety, equal opportunities and special educational needs.
The Postholder should have the necessary skills to manage safely classroom activities, the physical learning space and resources for which they are responsible as advised by the DfES.
DfES recommends postholders have an understanding and ability to use a range of strategies to deal with classroom behaviour, as a whole, and also individual behavioural needs. The postholder must manage the behaviour of pupils whilst they are undertaking the work to ensure a constructive environment.
Supervise work that has been set in accordance with the school policy.
Respond to any questions from pupils about process and procedures.
Deal with any immediate problems or emergencies according to the schools’ policies and procedures.
Collect any completed work after the lesson and return it to the appropriate teacher.
Report back as appropriate using the school’s agreed referral procedures on the behaviour of pupils during class, and any issues arising.
 Attend relevant school meetings as required. 


These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post. 
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
Person specification: Cover Supervisor
	Qualifications and training 
Evidenced through: Application
	Essential
	Desirable

	GCSE grade A*-C (or equivalent) of NVQ level 2 Maths/Numeracy/English/literacy/ ICT
	
	

	Personal and/or professional development training relevant to this post.
	
	

	NVQ 3 for Teaching Assistants or equivalent qualification or experience.
	
	

	Knowledge of the national curriculum and other relevant learning strategies/programmes of study
	
	



	Experience/employment record 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Experience of working with and supporting learners in an educational environment and relevant age.
	
	

	Working effectively in an education environment
	
	

	Working as part of a team or on own initiative
	
	

	ICT Skills
	
	

	Ability to relate well to students, be an effective role model and motivate students to achieve success
	
	

	Ability to raise standards of attainment and aspiration
	
	

	Experience as teaching assistant or of behaviour management.
	
	

	Preferably at least 2 years’ experience of applying the regulations applicable to Health & Safety, Hygiene, Child Welfare & Protection
	
	



	Personal qualities 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	The ability to converse at ease with members of the public and provide advice and information in accurate spoken English.
	
	

	Calm and patient with pupils.
	
	

	Attention to detail
	
	

	Confidence and good interpersonal and networking skills
	
	

	Enthusiasm
	
	

	Initiative and self-motivation
	
	

	Flexibility, creativity and ability to think laterally
	
	

	Stamina and a capacity for hard work
	
	

	Effective time management skills
	
	

	Ability to be reflective and self-critical
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