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COWES ENTERPRISE COLLEGE

Cover Supervisor

Salary: OAT Grade 5 (NJC Points 15-19)
starting grade NJC point 15

Full-time: 29 Hours per week (Term Time plus Development days)
Current working hours (subject to business needs): 
 7:15am to 3:15pm

Joint National Conditions of service for local government are applicable to the post. This job description may be amended at any time following discussion between the Principal and member of staff, and may be reviewed annually.

Responsible to: Cover Manager/SLT Link

Daily working hours will be decided in liaison with the Cover Manager/SLT Link to ensure the needs of the academy and role are met.  

Vision

All staff at the Academy are employed to support and promote our key aim: To enable the children who join us to leave as happy, healthy, well-adjusted young adults, who are well-prepared to take the next steps in their education and careers.

All staff are required to support, model and, where appropriate, teach or promote, the Trust’s core values:

· Anyone can excel
· Enjoy the challenge
· Share what is best
· Be inclusive
All staff have a statutory responsibility for the safeguarding of children and the promotion of their welfare. This means that at all times, staff must consider what is in the best interests of our children and young people. In order to fulfil this responsibility effectively, all staff are required to:

· Ensure that they are aware of the Academy policy and procedures for child protection and safeguarding.
· To become aware, by attendance at relevant training, of the signs and symptoms of abuse.
· To attend annual refresher training as required and to have completed the online Level 2 Safeguarding and Prevent training.
· To report all causes for concern to the Designated Safeguarding Lead
· To ensure the safety of all pupils in the school learning environment both indoor and outdoor.
· To carry out or contribute to risk assessments as required.

All staff are required to adhere to the spirit and letter of the Academy’s Equality Policy, to respect all aspects of diversity, to ensure no conscious discrimination and to challenge potential unconscious discrimination on the grounds of any protected characteristics.

All staff are part of a wider academy team. Each individual, therefore, is required to support the values/ethos of the academy and the academy priorities as defined in the Academy Improvement Plan. This will mean being responsive to the needs of colleagues, parents and pupils and being flexible in a demanding environment. On occasions the post holder may be expected to carry out reasonable duties or roles or additional tasks, as requested by the Principal and Governors, which are not specifically detailed in this job description.

All staff in the academy work subject to statute and academy policies and procedures. The post holder will be expected to become familiar with these and work in accordance with them and to notify their line manager in writing if they require additional training or support.

Due to the nature of this job, it will be necessary for the appropriate level of Disclosure and Barring System check to be undertaken. It is essential that post holders disclose whether they have any pending charges, convictions, bind-overs or cautions and if so, for which offences. Any failure to disclose such convictions will result in dismissal or disciplinary action by the academy.


JOB DESCRIPTION

Key Tasks and Responsibilities – subject to annual review

Administration of cover 

Work alongside the cover team to record teacher absences, allocate cover lessons and distribute cover work as appropriate

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

Resources

Prepare the classroom/outside areas for lessons, ensuring resources are available and cleared away at the end of lessons as appropriate

Exams, educational visits and other supervision

Will provide supervision for students in a designated area of the academy site during the lunch period.

May assist with break time supervision including facilitating games and activities

May invigilate exams and tests

May assist escorting pupils on educational visits

Personal and welfare support

May assist pupils with dressing, hygiene and eating whilst encouraging independence

Systems, policies and procedures

Responsible for the safety and well being of pupils in the classroom

Team involvement

May demonstrate own duties to new or less experience staff

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

Maintains records of work done during cover supervision periods














PERSON SPECIFICATION

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

You will have excellent communication and organisational skills. Have the ability to work flexible hours around the needs of the academy.  You should be professionally assertive and clear thinking, able to negotiate.
You should have:
appropriate experience of working with young people of the 11-19 age range and must demonstrate effective experience in the support of young people’s learning. 

NVQ level 3 in related area or equivalent experience and at least foundation level qualifications in literacy and numeracy.  

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


Personal Competencies

Have the ability to work in a partnership with the pupil(s) maintaining good behaviour and enabling them to learn and progress. 

Be fully aware and conversant with the needs of pupil safeguarding and the child protection responsibilities of the College.

To maintain confidentiality at all times.


Flexibility Clause
As a term of your employment you may reasonably be expected to perform duties of a similar or related nature to those outlined in the job description.

Variation Clause
This job description will be reviewed and updated periodically in order to ensure that it relates to the job performed, or to incorporate any proposed changes. This procedure will be conducted by the Principal/Manager in consultation with the postholder. In these circumstances it will be the aim to reach agreement on reasonable changes, but if agreement is not possible management reserves the right to make changes to the job description following consultation.

Fluency in English
The post is covered by Part 7 of the immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role.
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