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[bookmark: _GoBack]Job Description for Cover Supervisor  
Fixed Term – 1 Year

Responsible to: Deputy Headteacher 
To cover in the absence of a teacher by supervising pupils   who are carrying out work set by the teacher in advance 
(N.B. The DfES guidance on cover supervision, endorsed by all the signatories of the Workforce Agreement, states that “cover supervision occurs when there is no active teaching taking place… pupils would continue their learning by carrying out a pre-prepared exercise under supervision.  Cover supervision should only be used for short term absences”.) 
Main duties and responsibilities: 
1. To supervise pupils in the absence of a teacher, creating and maintaining a purposeful and orderly learning environment for pupils.  
2. To ensure that the work set by the teacher is carried out in accordance with the school’s strategy.    
3. To check that pupils have appropriate equipment and materials to enable them to complete the tasks set and answering pupils’ questions about process and procedures.  
4. To support expectations of pupil behaviour in the classroom, securing appropriate standards of discipline and ensuring that the school’s behaviour management policy is adhered to.  
5. To deal with any emergencies or problems which occur, in line with the school’s policies and procedures.  
6. To ensure that completed work is collected at the end of the lesson and returned to the teacher.  
7. To report to the teacher after the lesson, in accordance with the school’s agreed referral procedures on any issues arising, including the behaviour of pupils.   
8. To assist in the general efficient operation of the school, including providing cover for other support staff where necessary such as at break time and lunch time as directed by the Headteacher.  
9. To attend staff meetings, participate in performance management arrangements and undertake training and development as required. 
10. To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential or sensitive information. 
11. To undertake tasks of a similar nature and level, as directed by the Headteacher.  
 
 

	Notes: 
· Whilst every effort has been made to explain the main duties and responsibilities of the position, each individual task undertaken may not be identified. 
· Employees will be expected to comply with any reasonable request from the Head Teacher to undertake work of a similar level that is not specified in this job description. 
· The job description is current at the date shown, but following consultation with you, may be changed by the Head Teacher to reflect or anticipate changes in the job which are commensurate with the salary and job title. Please outline in your letter of application the areas of expertise you can offer. 
 
                                                                                                                                                    
[image: ]
 
           
  
St Thomas More Catholic Secondary School - www.st-thomasmore.org.uk | Telephone 01234 400 222 

































[image: ]


Message from Head Teacher
Dear Applicant,

Thank you for expressing your interest in our vacancy at St Thomas More Catholic Secondary School. 
 
It is my great privilege to be the Head of St Thomas More Catholic Secondary School. It is an excellent school with a fantastic Sixth Form. Above all, it is a special place for students to learn and grow. 
 
We recently went through an Ofsted inspection (October 2023) that graded us as Good in every category but also captured some of what makes our school such a great place to work and what makes our school so special, there are numerous lovely comments, but these ones stand out: 
· St Thomas More is a close-knit community with a strong ‘family’ ethos. Pupils appreciate and embody the school’s Catholic values of faith, hope and love.  
· Pupils are provided with the knowledge and skills to lead happy, successful lives. They achieve well. 
· The school has high expectations and aspirations for all pupils including pupils with special educational needs and/or disabilities (SEND). 

I am blessed to work with some truly exceptional leaders who place the needs of students at the centre of every decision. It is through their integrity and commitment that teachers new to the profession are inspired to work in the right way and experienced colleagues are valued for their insights. We work hard to maintain the wellbeing of staff. Excellent CPD programmes can be accessed with fantastic and exciting opportunities to enhance your practice.
 
We have very high expectations and insist upon impeccable standards of behaviour. Our students are required to dress smartly, be polite and courteous, and prepared to engage fully in their learning. 
 
Our school is a vibrant, well-ordered and friendly environment. Our students are happy and confident; our staff are experts in their field. Together we work hard to make St Thomas More a truly excellent school. 
 
If you feel you would like to work in our wonderful school then we would like to hear from you and we look forward to receiving your application.

Yours faithfully
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Martin Bonner
Head Teacher
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