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JOB DESCRIPTION

The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Safeguarding and Child Protection Policy Statement at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school, s/he must report any concerns to his/her Line Manager or the School’s Designated Child Protection Officer.
POST TITLE:				Cover Supervisor
HOURS:	Monday to Friday, 8.20am to 3.10pm with a 40 minute lunch, a total of 30 hrs 50 minutes per week
RESPONSIBLE TO:			Cover Manager and through them, the Assistant Principal
PURPOSE OF THE JOB:
To supervise classes with set work in the short term absence of their class teacher, ensuring that students remain on task with the work they have been set and to manage the behaviour of students whilst they undertake this work, ensuring the atmosphere and environment is conducive to learning.  When cover supervision is not required, to support departments and the College in the roles detailed below.

MAIN RESPONSIBILITIES:

1. Cover Supervision

· Supervise assigned classes or groups carrying out work set by their teacher or liaise with a Head of Department when work has not been set.
· Liaise with Teaching Assistants regarding individual students being supported in the class.
· Register students and report absences.
· Manage the behaviour of students in the classroom, ensuring learning can take place effectively.
· Respond to students’ questions in class to help maintain progress with the work, which may mean moving them on in a task or to a different activity, if subject expertise is required.
· Seek clarification with Head of Department, or representative, if students are unable to access set work.
· Contribute to the planning and evaluation of work set for cover lessons.

2. Support for Departments

· Support students in class, in the role of Teaching Assistant, under direction of a Head of Department and classroom teacher.
· Work with small groups of students out of class, under the direction of Head of Department and classroom teacher.

· Support departments with preparation of resources, displays, filing, data entry etc.

3. Support for the College

· Assist with exam invigilation, as required.
· Support students with emotional problems, under supervision of the SENCo/Student Support Teacher.
· Assist with First Aid, as necessary.
· Attend and actively participate in staff meetings.
· Contribute to the maintenance of a safe and healthy environment.

4. Equalities

· Be aware of, and support difference and ensure that students have equality of access to opportunities to learn and develop.

5.  Health and Safety

· Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection and report all concerns to an appropriate person.

6. Other Duties

· 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.
· To contribute to and support the overall aims and ethos of the College and the Trust.
· All staff are required to participate in training and other learning activities and in performance management and development, as required by the school’s policies and practices.


This job description was revised in April 2021.  It will be reviewed at the end of each year and may be amended according to changing requirements of the College.
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