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Job Description

This post is eligible for a DBS check under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (i.e. it involves certain activities in relation to children and/ or adults) and is defined as regulated activity under Part 1 of the Safeguarding Vulnerable Groups Act 2006.
Job Title:		Cover Supervisor			  
Oak Trust Grade:	5
Salary:			£28,598- £31,022 per annum (72.9%FTE)
Hours:	31.25 hours per week, Monday to Friday 8:15am to 3:15pm, 45 minutes unpaid break, term time plus one week

Responsible to:	Cover Manager 
Job Purpose:	To provide supervised support to a class whose teacher is absent from school

Objectives:
· To liaise with and occasionally deputise for, the Cover Manager, in order to maintain a high standard of teaching and learning within the classroom
· To work within classrooms under the direction of the appropriate Curriculum Leader and to provide cover support for absent teachers
· To provide in lesson support for learners, or administration support for departments when not required for cover for absent staff
Areas of Responsibility:
· To maintain a calm and purposeful working atmosphere within the classroom
· To ensure students continue to make progress with their learning in the absence of their class teacher



Key Tasks:
The Cover Supervisor will carry out all tasks related to the learning and safeguarding of students during each lesson.  Some examples are given below (this is not a complete list of tasks):
· Take class registers 
· Locate and collect the work set either from the teacher or Curriculum Leader
· Ensure a high-quality learning experience using the supporting resources and differentiate where necessary
· Support the students in completing tasks 
· Set homework if required by the teacher
· Collect books and worksheets at the end of the session and return them to the Curriculum Leader or teacher on their return
· Provide written feedback on behaviour, the progress of the class and suitability of work set
· Follow the school behaviour policy
· To cover break and after school duties for absent staff 
· To participate in appropriate in-service training and staff meetings
· To support the learning of students within the classroom, through liaison with the Cover Manager
· Support the Cover manager to enable the effective operation of the school day
· To undertake any other task commensurate with the grade of the post, as directed by the Senior Leadership Team 

This job description sets out the duties and responsibilities of the post at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.
	PERSON SPECIFICATION – COVER SUPERVISOR

	ATTRIBUTES
	REQUIREMENT

	
	ESSENTIAL
	DESIRABLE

	
QUALIFICATIONS 
AND TRAINING
	· 5 GCSEs at grades 9 to 4 (A* - C) including Maths and English
· Experience of working in an educational setting
	· Degree
· HLTA qualification 
· Qualifications or experience in supporting children

	
EXPERIENCE AND 
SKILLS
	· Good organisational skills
· Good communication skills
· Good IT skills
	· Work experience in a similar / related post
· Experience of using Arbor
· Involvement in extra-curricular activities 
· Previous experience of working with children in a supervisory capacity


	
MOTIVATION
	· Self-motivated
· Ability to use initiative
· Ability to work independently and take decisions when appropriate
· Ability to prioritise workload

	

	
ATTITUDE AND 
TEMPERAMENT
	· Personal presence and self confidence
· Professional demeanour appropriate to role
· Positive role model for students
· Ability to command respect
· Ability to follow School Policies
· Team player
· Resilience
· Ability to maintain confidentiality
· Adaptability & flexibility
· Ability to work under pressure
· Compassion
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