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Cardinal Wiseman Catholic School
Job Description

	Post Title:
	COVER SUPERVISOR

	Purpose:
	To cover teaching staff on short term absence, supervising a class of students in Years 7 – 13 in any subject. 

	Reporting to:
	Cover Manager

	Working Time:
	37 hours per week

	Salary/Grade:
	Unqualified Teacher

	Disclosure level
	Enhanced

	MAIN (CORE) DUTIES

	
	General Responsibilities:

· To cover teaching staff on short term absence, creating a purposeful and orderly environment in which students can complete work set by the classroom teacher.
· Work under the guidance of teaching staff, and within an agreed system of supervision, provide classroom management to all classes.
· Assist students to undertake set activities, responding to questions and requests for help as requested.

· To ensure behaviour in the classroom and general school site complies with the school Behaviour policy and sanctions are imposed where appropriate.

· To be available for break duty if required

· To accompany visits and field trips as required

· To organise cover lessons in the absence of the cover manager

Support for Pupils:

· Use learning skills and experience to support students.
· Use teaching support materials as provided to maintain pupils on task in the absence of the regular teacher.

· Establish productive working relationships with pupils, acting as a role model and setting high expectations.

· Support pupils consistently whilst recognising and responding to their individual needs.

· Collecting any work completed after the lesson and returning it to an agreed person/place
· Leaving the room in good order at the end of the lesson

·  Supervising entry and departure of the students in accordance with school policy

· Recording and reporting on attendance at lessons in accordance with school policy

· Assist with Exam Invigilation if required by the School Exams Manager


	Additional Duties:
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage and ensure staff and students to follow this example.
· Responsibility for the Catholic Life of the school. 


	Other Specific Duties:

	Make a positive contribution to the wider life and ethos of the school.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
All staff are responsible for promoting and safeguarding the safety and welfare of children and young people.

All duties and responsibilities must be carried out with due regard to Cardinal Wiseman School’s Health & Safety Policy

Post holders will be accountable for carrying out all duties and responsibilities with due regard to Cardinal Wiseman School’s Equal Opportunities Policy

Duties which include processing of any personal data must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 1998).
The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
This job description is current at the date shown, but, in consultation with you, may be changed by the Head Teacher to reflect or anticipate changes in the job commensurate with the grade and job title.



PERSON SPECIFICATION
	
	Essential
	Desirable
	Evidence

	Qualifications/Education:
	
	
	

	4 GCSE'S or equivalent Grade A-C or equivalent to include English & Maths or the ability to show the equivalent skills
	(
	
	

	Attainment of NVQ level 3 qualification or equivalent, for example, A-Levels
	
	(
	

	Educated to degree level or equivalent, or substantial relevant experience that demonstrates a high order of literacy, numeracy and analytical  skills.
	
	(
	

	
	
	
	

	Understanding of the distinctive nature of a faith school
	(
	
	

	Working within a school environment.
	(
	
	

	The supervision of whole classes or groups  of students.
	
	(
	

	Working successfully and  cooperating as a member of a team.
	(
	
	

	Experience of using a school database to include inputting student data and manipulating reports.
	
	(
	

	Experience of working around children/young persons, preferably in a school setting.
	
	(
	

	Knowledge of the requirements of the national literacy and numeracy strategies.
	(
	
	

	Knowledge and understanding of  the National Curriculum including the literacy and numeracy strategies.
	(
	
	

	Understanding of  behaviour management strategies.
	(
	
	

	Understanding of statutory requirements concerning safeguarding, including Child Protection, Equal Opportunities and Health and Safety.
	
	(
	

	Willing to undertake training to fulfil the needs of the role and  support the school and academy.
	(
	
	

	Willing to undertake first aid training
	(
	
	

	Flexible attitude to work to include;  Working hours, demands and changes to the role, willingness to be involved in the school

	(
	
	

	Excellent communication skills in written, verbal and listening.
	(
	
	

	Ability to work calmly under pressure and also offer the flexibility required with regards to the hours worked during the course of the day.
	(
	
	

	Exercise initiative.
	(
	
	

	Ability to supervise students both in and out of the school in line with the school's behaviour policy.
	(
	
	

	Ability to organise the classroom activities, e.g. preparing and setting out resources.
	(
	
	

	Ability to deal with sensitive information in a confidential manner.
	(
	
	

	Ability to provide a good role model to young people.
	(
	
	

	Ability to work using own initiative and as part of a team.
	(
	
	

	Ability to work in partnership with all staff, teaching and support at school and within the academy, with resilience and enthusiasm.
	(
	
	

	Good IT skills
	(
	
	

	Commitment to  safeguarding and protecting the welfare of children and young people.
	(
	
	


