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JOB DESCRIPTION

Post Title:

Cover Supervisor 
Grade:


Scale 5
Hours:


32.5 hours, 39 weeks
Responsible to:

Cover Manager / SBM
​​​​​​​​​​​​​​​​​​​
PURPOSE:

To supervise classes during the short-term absence of the assigned teacher. 
CONDITIONS OF EMPLOYMENT:

The Conditions of Employment for support staff are set out in the National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service.

PARTICULAR DUTIES:

Duties

· Supervise work that has been set by the teacher;

· Manage the behaviour of students whilst they are undertaking this work to ensure a constructive environment;

· Respond to any questions from pupils about process and procedures;

· Deal with any immediate problems or emergencies according to the School’s policies and procedures;

· Collect completed work after the lesson and pass to the appropriate teacher;

· Report, as appropriate, using the School’s agreed referral procedures, on the behaviour of pupils during the class and on any problems arising.

· Exam supervision.
· To be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop
Support for the School
· 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.
· To contribute to overall ethos, work and mission statement of the school

· In the event of no cover being required, the jobholder will report to their line manager and will support students in class (under the guidance of the class teacher) as directed or undertake administrative tasks

· To undertake broadly similar duties commensurate with the level of the post as required by the Head Teacher

· 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


