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	Job Description 



	Job Title:
	Cover Supervisor

	Salary:
	Grade:
	E

	Hours:
	36 Hours per week

	Place of work:
	Polam Hall School 

	Reports to:
	
	Cover Co-ordinator and or Vice Principal, Teaching and Learning 

	Supervises:
	
	Full Classes
Small Groups
Trips
Off and on site activities
This list is not exhaustive.




	Role context and purpose:  



To supervise the classroom for the provision of teaching in both primary and secondary phases of the school, for whole classes and select groups. 
To cover Tutor time in the absence of a scheduled teacher.
Assist teachers / SEND Team and act as part of the classroom support team when required.
Assist with trips or off- site activities.
Break and gate duties as and when required.
	Main Duties: Cover student learning time



To supervise whole classes of students engaged in pre-prepared learning activities in the absence of the scheduled teacher.

To supervise tutor time and assemblies in the absence of the scheduled teacher.

To manage the behaviour of the students whilst they undertake the pre-prepared work, to ensure a constructive learning environment. 

To respond to any questions from students about process and procedures.

To deal with any immediate problems or emergencies according to school policies and procedures.

To collect completed work after the lesson and pass this back to the appropriate teacher.

To report, as appropriate, on the behaviour of students and quality of work completed during the lesson, using the school’s agreed referral and reporting procedures.

To monitor the appropriateness of work being set for cover, liaising with Heads of Faculty and Heads of Phase

To be aware of and support difference, and to ensure that students have equal access to opportunities to learn and develop.

To support the use of ICT and other equipment and materials to enable students to achieve the learning objectives set by the teacher.
To undertake the duties of a Teaching Assistant, supporting other lessons as required, when not deployed as a Cover Tutor.

To assist with exam invigilation as required, under the direction of the Exams Officer.

To provide gate, break and lunchtime supervision if and when required. 

To undertake any other duties reasonably required by the Line Manager/Principal (and after discussion with the post holder) provided the task is commensurate with the post holder’s core skill competencies, knowledge and experience in the role.


	Other



To participate in the school’s annual appraisal process.

To have regard to guidance on keeping children safe in education.

To observe health & safety requirements and to contribute to ensuring a safe working environment.

To take responsibility for one’s own continuing professional development.

To maintain high standards of professionalism in every facet of the role, including conduct, dress code, and communications.

Responsibility for promoting and safeguarding the welfare and protection of children, working within policies and procedures, taking care of own and other’s health & safety, etc.

These responsibilities are not exhaustive and the post holder is expected to carry out any other related reasonable duties commensurate with skills, abilities and grade. 
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All staff have an entitlement 
To high-quality induction and continuing support and development. All staff will have opportunities to discuss their professional needs, both through performance management and through other professional dialogues.

Safeguarding Statement
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful applicants will need to undertake an Enhanced DBS check and/or a Barred List check.  Management posts will be subject to a Section 128 clearance.

Equal Opportunities
The Trust is committed to equality of opportunity. We positively welcome applications from all sections of the community.
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	Criteria  
	Essential
	Desirable

	Education and 
Qualifications




	· Good education to at least level 3
· Qualifications relevant to role
	· QTS
· Adult Tutor status
· PGCE or similar


	Experience and knowledge













	· Experience of working with children/young people, in an educational setting.
· Classroom experience across several subjects and varying ages.
· An ability to effectively manage pupil behavior in accordance with the school’s behavior management policy and procedure.
· An understanding of classroom roles and responsibilities and own position within these.
· An understanding of the principles of Keeping Children Safe in Education and a commitment to ensuring the health, safety and wellbeing of all children.
	· Knowledge of the taught curriculum (primary and/or secondary)

	Skill and Abilities
	· Good communication skills in all forms and at all levels.
· Good ICT skills. 
· Ability to establish excellent relationships with pupils, parents and adults on all levels.


	· Other skills and abilities to be able to contribute to the wider life of the school (extra curricular) and in our educating the whole child ethos.

	Motivation
	· Ability to work on own initiative and organise work with minimal supervision and meet deadlines.
· Ability to communicate at an appropriate level both written and orally.
· Ability to work well under pressure, demonstrate initiative and adapt to changing circumstances. Appropriately motivated to work with children and young people.
· Ability to form and monitor appropriate relationships & personal boundaries with children and young people.
· Motivated to perform the job well and to continuously develop.
· Commitment to trust/academy ethos and values.
	· Willingness to be involved in extra curricular activities.

	Personal Qualities
	· Reliability.
· Ability to empathise and be positive with children, young people and adults.
· Emotional resilience appropriate to level of job and responsibilities.
· Appropriate attitudes to use of authority and maintaining discipline.
· Ability to establish good working relationships with all relevant key contacts.
· An understanding of child protection and safeguarding in educational establishments.
· Committed to practicing inclusivity and engaging in respectful everyday interactions with all colleagues, students and stakeholders.


	· Strong team ethic, supportive of others and assist staff if needed.


	Special Conditions
	· All postholders will be required to undertake an enhanced DBS check. Individuals on the children’s barred list (and adults barred list where relevant) should not apply.
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