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JOB DESCRIPTION – COVER SUPERVISOR 
(Term Time Only – 37 hours per week, 39 weeks per year)
[bookmark: _GoBack]
RESPONSIBLE TO:

· The Cover Supervisor is directly responsible to the Assistant Headteacher, but also has indirect links to the Headteacher, Deputy Headteachers, SLT, Faculty Leaders and teaching staff, working under the general direction of a class teacher when supervising lessons. The post holder may work within particular Faculty Areas on a long-term basis so as to improve the continuity of education during teacher absence, and increased understanding and familiarity with the Curriculum and the students working within that Faculty Area.

· Cover Supervisor support will be deployed on a period by period basis. Once in class, attitude to learning will be supported by the Faculty Leader or class teacher.

OUTLINE OF ROLE:

Cover supervision occurs when there is no active teaching taking place. Pupils will continue their learning by carrying out a pre-prepared exercise under supervision. 

The role of Cover Supervisor involves the supervision of whole classes during the short-term absence of the class teacher under the guidance of teaching/senior staff, including implementing work programmes, managing pupil behaviour and assisting pupils in relevant activities in line with the school’s policies and procedures. 

Although the teacher plans the lesson, the Cover Supervisor will make a considerable contribution to pupil learning and development. Duties involve the interpretation of recognised procedures or guidelines and the post holder will be expected to use their initiative. The work might involve responding independently to unexpected problems and situations. 

SUPPORT FOR STUDENTS DURING A TEACHER’S ABSENCE:

 The term ‘cover’ refers to any occasion where the teacher normally responsible for teaching a particular class is absent from the classroom during the time they have been timetabled to teach. Cover supervision will include:
 • Supervising work that has been set in accordance with school policy
 • Liaising with teachers with regard to the work set
 • Registering the attendance of the class
 • Managing the behaviour of pupils whilst they are undertaking this work to ensure a constructive environment 
• To be responsible for the organisation, classroom maintenance, setting out, clearing away and care of resources to create a purposeful and attractive learning environment
 • Responding to any questions from pupils about process and procedures
 • Dealing with any immediate problems or emergencies according to the school’s policies and procedures
 • Collecting any completed work after the lesson and returning it to the appropriate teacher 
• Reporting back as appropriate using the school’s agreed referral procedures on the behaviour of pupils during the lesson and any issues arising 

SUPPORT FOR THE TEACHER:

 • Provide cover for short term absence of the teacher, either planned, e.g. where a teacher has a medical appointment or unplanned, e.g. during absence due to ill health 

SUPPORT FOR THE SCHOOL:

 • Under the supervision of the Headteacher or other designated teachers, to invigilate internal and external examinations, this may include supporting students with access arrangements.
 • Carry out other tasks as reasonably requested by the Headteacher. The duties and responsibilities of any post may change from time to time, and postholders may be expected to carry out other work not explicitly mentioned above which is considered to be appropriate to the existing level of responsibility vested in the post. Where there is no cover, the sorts of tasks involved would include: • Working one-to-one or with small groups of pupils with the Learning Support Team 
• Working within the classroom supporting students with Special Educational Needs, under the direction of the teacher 
• Supporting with administrative tasks such as reprographics or inputting data 
• Supporting students with access arrangements for examinations (i.e. scribing, reading) 
• Mounting art work and general displays

CONTEXT:

All staff are part of a whole Academy team. Each individual is required to support the values and ethos of the Academy. This will mean focusing on the needs of colleagues, parents and students and being flexible in a demanding environment.

Sandymoor Ormiston Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. Ormiston Academies Trust embraces diversity and promotes equality of opportunity.  Flexible working opportunities will be considered. 
All successful appointments will be subject to suitability checks in accordance with KCSIE, including identity, Right to Work, qualifications, online searches, prohibition check, two references and enhanced DBS check including Children’s Barred List.
The post is exempt from the Rehabilitation of Offenders Act (ROA) 1974. Guidance on the Rehabilitation of Offenders Act 1974 and the Exceptions Order 1975, which provides information about which convictions must be declared during job applications and related exceptions, can be found here: https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974

Due to the nature of this job, it will be necessary for the appropriate level of Criminal Record Disclosure to be undertaken. It is essential that you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences.


	The applicant will be required to safeguard and promote
the welfare of children and young people




This job description forms part of the contract of employment of the person appointed to the post. It reflects the position at the time of appointment only and may be reviewed in negotiation with the employee in the future.


PERSON SPECIFICATION

The person specification is related to the requirements of the post as determined by the job description. Shortlisting is carried out on the basis of how well you meet the requirements of the person specification. You should refer to these requirements when completing your application. Candidates failing to demonstrate any of the essential criteria will automatically be excluded.

You should be able to demonstrate that you meet the following criteria, measured by:

	A: Application Form	B: Interview	C: References

	CRITERIA
	Requirement
	Assessment

	
	
	

	Qualifications
	
	

	5 GCSEs (A* to C) including English and Maths or equivalent NVQ Level 2 
	Essential
	A

	NVQ Level 3 or equivalent in related area (e.g. Supporting Teaching & Learning in schools
	Essential
	A

	Experience
	
	

	Cover supervision experience
	Essential
	A

	Experience of working with staff at all levels
	Desirable
	A

	Skills
	
	

	Good numeracy, literacy and ICT skills
	Essential
	A C

	Able to communicate effectively and relate well with staff and students 
	Essential
	A B

	Able to work independently and without direct supervision, exercising responsibility and showing initiative
	Essential
	A B C

	Able to take direction from different people, and effectively prioritise and manage workload
	Essential
	A C

	Able to work constructively as part of a team, understanding classroom roles and responsibilities, and one’s own position within the team
	Essential
	A B C

	Able to implement the Academy’s Safeguarding, Equal Opportunities and Behaviour Management policies
	Essential
	B

	Able to encourage students to learn and inspire a strong work ethic
	Essential
	B

	Able to gain the respect of students and engender positive attitudes to learning
	Essential
	B C

	Understanding of statutory frameworks relating to teaching
	Essential
	A B

	Has high expectations and aspirations for all students
	Essential
	B

	Able to manage student behaviour and challenge underperformance
	Essential
	B C

	Personal Characteristics
	
	

	Reflective, solution focused and resilient
	Essential
	B C

	Calm under pressure 
	Essential
	B C

	Supportive, patient and non-judgmental
	Essential
	B

	Other Requirements
	
	

	Undertake the Academy’s Induction Programme
	Essential
	B

	Participate in development and training opportunities
	Essential
	B

	Be able to carry out all duties to a high standard
	Essential
	A B
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