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	Job Description: 
Cover Supervisor
Scale 6
                    

                                                          Updated:  September 2019


	Postholder reports to: 
Senior Leader Operations
Purpose of Job:
· To work under the guidance of teachers and within an agreed system of supervision.

· To support individuals and groups of students to enable access to learning.

· To supervise whole classes during the short-term absence teacher. 

· To provide administrative support for the school when not required for cover and/or invigilation.
· To maintain high standards of professional behaviour and presentation to reflect the expectations made of our students.
Responsible for: No line management responsibility.
Hours of work: 32.5 hours per week, term time. 



Main duties and responsibilities
· To register and record student attendance 

· To undertake whole class supervision in the absence of the class teacher, setting work previously prepared by the teacher.  If no cover work is provided to be proactive and source appropriate work from the curriculum area. 

· To set homework previously prepared by the teacher

· To ensure orderly entrance and exit of classrooms

· To follow school procedures and policies, including those on behavioural management 

· To manage resources effectively and ensure classrooms are left tidy and ready for the next lesson

· To collect and return any completed work after lesson 

· To provide feedback to absent teacher on lessons covered 
· To be aware of particular student needs

· To support students in using basic ICT as directed

· To help create and maintain a purposeful, orderly and supportive environment for pupils’ learning, ensuring that pupils are able to use equipment and materials provided 

· To participate in school improvement through attending meetings where appropriate.
· To support the engagement of parents/carers in their children’s learning and

curriculum needs.
· To accompany students visits if needed 

· To take part in some whole school events, such as Transition Days.
· To manage Teaching Assistants/Classroom technicians when required in the classroom environment

Support for the School

· To collate a bank of supervision work in liaison with the relevant members of the teaching staff

· To provide administration support when no lessons to cover. 
· To supervise pupils during breaks and/or lunchtimes when required.

· To use a range of supporting techniques, including computers and other resources.  

Additional duties

· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.
· To maintain high standards of professional behaviour and presentation.
· To take responsibility for Health & Safety in the postholder’s area of work.

· Any other duties commensurate with the grade which may be required from time to time.

· All staff are expected to take part in necessary training and staff development.

This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.
SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
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