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JOB DESCRIPTION

Cover Supervisor

Responsible to:
Cover Manager/Deputy Headteacher
Salary:
NJC Level 4C.  Points 14 - 19 (£29,540 – £32,061)

Actual salary for 32 hours per week: 


£21,852 - £23,717)

Hours:



32 hours per week 
8am to 3.15pm, Monday to Thursday
8am to 1pm, Friday
The role is term time plus 5 training days 
Purpose of the Post:

In the absence of a teacher, supervises students who are carrying out work set in advance.  Supervises students using the school library.
	Harlington Upper School is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Online checks and reference requests will be completed in line with Keeping Children Safe in Education, and prior to interview.

All offers of employment are subject to the satisfactory completion of safer recruitment checks and references including an enhanced DBS check.




Main duties and responsibilities:
1. To supervise students (in a range of subjects) in the absence of a teacher, creating and maintaining a purposeful and orderly learning environment for students.                         ***************

2. To ensure that the work set by the teacher is carried out in accordance with the school’s policies. ***               *******************************************


3. To support expectations of student behaviour in the classroom, securing appropriate standards of discipline and ensuring that the school’s behaviour management policy is adhered to.   
4. To supervise students using the school library.                    ****************


5. To follow the school’s policies and procedures. ************************


6. To ensure that completed work is collected at the end of the lesson and returned to the teacher. ***              ****************************************


7. To report to the teacher after the lesson, in accordance with the school’s agreed referral procedures on any issues arising, including the behaviour of students.                                                         


8. To supervise students before school, after school and at break times in accordance with the school’s duty rota system.

9. To assist in the general efficient operation of the school, including general administration and/or clerical duties as required.

10. To attend staff meetings, participate in performance management arrangements and undertaking training and development as required.

11. To invigilate examinations. **
12. To promote the safeguarding and welfare of young people within the school, raising any concerns by following school protocol and procedures.        *****************
13. To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential or sensitive information. *********


14. To undertake tasks of a similar nature and level, as directed by the Headteacher.

Person Specification
Cover Supervisor
	Essential
	Desirable

	Qualifications

	Educated to GCSE level (or equivalent) with English and Maths at grades 
A*- C/ 9-4
	Educated to A’ level 



	Skills and Experience

	
	Previous experience in a school classroom support role

Previous experience of working with young people

	Willingness to undertake training


	Knowledge of behaviour management strategies

Understanding of the educational system and National Curriculum

	Good IT skills to include Word, Excel and PowerPoint
	Experience of using a database

	Personal Attributes

	Ability to work effectively as a member of a team
	

	Ability to be flexible and work on own initiative 
	

	Good timekeeping
	

	Good communication and interpersonal skills
	


