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Telephone: 01234 261516 
e-mail: office@goldington.beds.sch.uk
Website: www.goldington.beds.sch.uk       
Principal:  Mr. Francis Galbraith BSc (Hons), NPQH, MBA
Engaging minds. Nurturing success. Inspiring futures.





Job details
Job title: Cover Supervisor
Salary: Level 3D, points 7-11, £26,403 to £28,142 Pro Rata
Contract type: 32.5 hours per week
Reporting to: Principal and Governing Body
Main purpose
To work under the guidance of teaching staff and within an agreed system of supervision, to implement work programmes with individuals/groups in or out of the classroom including the supervision of whole classes during the short-term absence of teachers.
Duties and responsibilities
· Supervising the students with work set in accordance with the school policy. 

· Assisting with the management of student behaviour to ensure a constructive working environment. 

· Responding to students about the work that has been set. 

· Collecting any work completed after the lesson and returning it to an agreed person/place. 

· Helping to ensure that the room is left in good order at the end of the lesson. 

· Supervising entry and departure of students in accordance with school policy.

· Recording and reporting attendance at lessons in accordance with school policy.

· Assisting in exam invigilation under the supervision of the examinations officer.

· Reporting back as appropriate using the school’s referral procedures on the behaviour of students during the lesson and any other issue arising. 

· Dealing with any immediate problems or emergencies according to the school’s policies and procedures.

· Following school policies and procedures especially those relating to child protection and health and safety. 

· Respecting confidential issues linked to home/students/teacher/school work and to keep confidences as appropriate. 

· Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms following consultation.

In addition, the Cover Supervisor will help staff organise the work for planned absence cover (but not be responsible for setting the work themselves) and take the lead in covering for absent staff in those particular areas (with others joining to provide cover as required).

Cover Supervisors may be required to work in other roles such as student mentoring, working with the SEND team supporting students with learning difficulties, etc.

[bookmark: _Hlk50716163]Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Cover Supervisor will carry out. The postholder may be required to do other duties appropriate to the level of the role.
           Goldington Academy is a company limited by guarantee registered in England and Wales.  Company No. 07557785
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