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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Cover Supervisor
Salary:	Band 8, SCP 17 to 22
Hours of Work:	32.5 Hours per week
Post Status:	Permanent 
Disclosure level:	Enhanced
Responsible to:	Cover Manager

Role Overview
The Cover Supervisor is responsible for managing classes during the short-term absence of teaching staff, ensuring students remain on task with pre-set work. This includes supervising lessons, managing behaviour, supporting curriculum areas, and contributing to the wider school community through duties, trips, and administrative support when not covering lessons

Responsibilities
· Supervising work that has been set in accordance with school policy
· Liaising with teaching staff regarding work set for a class
· Managing the behaviour of students to ensure a constructive environment whilst undertaking work
· Dealing with any immediate problems or emergencies in accordance with the school's policies and procedures
· Collecting any completed work and resources after the lesson and returning them to the appropriate teacher or subject leader
· Reporting back, as appropriate, using the school's agreed referral procedures, on the behaviour of students during the class, and any other issues arising
· Student registration of a class. 
· To support the work of one or more curriculum areas. 
· To take part in whole school INSET activities to enhance job effectiveness. 
· To accompany students on trips, visits and other educational activities. 
· To undertake a ‘duty’ as part of the school’s duty system (including break and lunch). 
· Support the work of classroom teachers when not deployed directly covering a class. 
· Support and contribute to the creation and maintenance of classroom displays. 
· To support general school administration when demand for cover is low.
· To promote the inclusion and acceptance of all pupils within the classroom.
· To provide feedback to pupils in relation to progress and achievement.
· To work with and liaise with the Teaching Assistants who may be supporting individuals within the cover lesson.
· To recognise student achievement in accordance with the school’s rewards policy.
· To support whole school detentions.
· Participate in appraisal, training and professional development as required.
· Co-operate with school on all issues of Health, Safety and Welfare.
· To ensure strict confidentiality in all areas of work.
· To work in accordance with General Data Protection Regulations (GDPR) 2018.
· To comply with the statutory guidance regarding safeguarding of children, ensuring the safeguarding and promotion of children's welfare at all times. 
PERSON SPECIFICATION – Cover Supervisor

	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Numeracy and literacy skills equivalent to NVQ Level 2 or GCSE Grade C / Level 4 in English and Maths
	*
	
	A/C

	Understanding of the curricular requirements of a secondary school, including statutory requirements
	*
	
	A/I

	Competence in the use of ICT to support teaching and learning
	*
	
	A/I

	Further qualifications in education, child development, or behaviour management
	
	*
	A/C

	Understanding of Health and Safety responsibilities and ability to contribute to a safe working environment
	*
	
	A/I

	Knowledge of safeguarding requirements and ability to respond appropriately to concerns
	*
	
	A/I

	EXPERIENCE
	
	
	

	Experience of working with children or young people of secondary school age
	*
	
	A/I/R

	Experience of managing groups of students in a learning environment
	
	*
	A/I

	Experience of working in a school or educational setting
	
	*
	A/I

	SKILLS 
	
	
	

	Ability to manage pupils effectively in a classroom setting
	*
	
	I/R

	Ability to work independently and as part of a team
	*
	
	I/R

	Good organisational and communication skills
	*
	
	A/I

	Ability to adapt to different subject areas and classroom environments
	*
	
	I

	Ability to promote inclusion, recognise achievement and support positive pupil outcomes

	*
	
	A/I

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Reliable, punctual, and flexible
	*
	
	I/R

	Calm and confident when dealing with challenging situations
	*
	
	I/R

	Commitment to the values and ethos of Carlton Academy Trust
	*
	
	A/I

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I

	Willingness to contribute to the wider life of the school
	*
	
	I



N.B.  We will require an enhanced DBS check for the successful candidate.
	Key:
A = Application               C = Certificate
I = Interview                     R = Reference
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Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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