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Job Description

	Post Title
	Cover Supervisor

	Responsible to
	Cover/Timetable Manager / DHT Curriculum

	Grade
	H4 

	Terms and Conditions
	Support staff permanent contract

	Hours
	27.5 hours – Mon - Fri


1 a) REASON JOB EXISTS

To provide lesson and form supervision cover during the short-term absence of the assigned teacher.  To assist with administrative or technical support across the school when not required for lesson supervision to smooth out work load levels between colleagues to support Teaching and Learning.

1 b) MAIN AREAS OF RESPONSIBILITY

· The job holder is required to contribute to and support the overall aims and ethos of the school.

· Daily liaison with the Cover Manager who is responsible for the planning, implementation and distribution of day-to-day and long term cover of lessons. 

· Supervision of full classes that have been set work, including taking a lesson register across the full range of curriculum areas.

· To liaise with the appropriate staff or Head of Faculty about the work that has been set so the requirements of it are fully understood. 

· To ensure that work and information from the lesson is returned to the appropriate teacher and to give feedback regarding the covered lesson as and when relevant.

· Be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop

· Maintain discipline of classes by implementing the school’s agreed Behaviour Policy recording merits and sanctions as appropriate on SIMS to create a positive learning environment

· Attend teaching and support staff professional development opportunities to ensure development of a positive learning environment

· Supervision of a form group in the absence of assigned form tutor to ensure accurate recording of AM and PM registration for safeguarding and attendance purposes

· Follow the planned tutorial programme relevant to the year group 
· Supervision of sixth form study areas, learning support unit or emergency cover supervision as required.

· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection; reporting any concerns to the designated person

· Invigilating public and internal exams, as and when appropriate. 

· Provide support or assistance in the lessons across the school when required. 
JOB OUTLINE

1 a) REASON JOB EXISTS

To provide lesson and form supervision cover during the short-term absence of the assigned teacher.  To assist with administrative or technical support across the school when not required for lesson supervision to smooth out work load levels between colleagues to support Teaching and Learning.

1 b) MAIN AREAS OF RESPONSIBILITY

· The job holder is required to contribute to and support the overall aims and ethos of the school.

· Daily liaison with the Cover Manager who is responsible for the planning, implementation and distribution of day-to-day and long term cover of lessons. 
· Supervision of full classes that have been set work, including taking a lesson register across the full range of curriculum areas.

· To liaise with the appropriate staff or Head of Faculty about the work that has been set so the requirements of it are fully understood. 

· To ensure that work and information from the lesson is returned to the appropriate teacher and to give feedback regarding the covered lesson as and when relevant.

· Be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop

· Maintain discipline of classes by implementing the school’s agreed Behaviour Policy recording merits and sanctions as appropriate on SIMS to create a positive learning environment

· Attend teaching and support staff professional development opportunities to ensure development of a positive learning environment

· Supervision of a form group in the absence of assigned form tutor to ensure accurate recording of AM and PM registration for safeguarding and attendance purposes

· Dissemination of notices, merits and sanctions in the registration period

· Follow the planned tutorial programme relevant to the year group

· Supervision of sixth form study areas, learning support unit or emergency cover supervision as required.

· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection; reporting any concerns to the designated person

· Invigilating public and internal exams, as and when appropriate. 

· Provide support or assistance in the lessons across the school when required. 

OTHER

· Assist in fire evacuation procedures

· Assist in other school duties and events around the school

· Undertake other administrative or technical tasks required 

· Assist in the AEN department providing additional AEN support

1 c) EQUALITIES
Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed.

1 d) HEALTH AND SAFETY

Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.

1 e) DISCLOSURE AND BARRING SERVICE 

This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Disclosure and Barring Service (DBS) as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Disclosure and Barring Service (DBS) check is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

1 f) ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the schools’ policies and practices.

** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be considered necessary by the Cover/Timetable Manager or Senior Leadership Team.












1g) ORGANISATIONAL CHART
Deputy Headteacher: Curriculum, Teaching and Learning
Cover Manager / Timetable Manager

Cover Supervisor
2) PERSON SPECIFICATION

This person specification lists the qualifications, experience, knowledge, skills, abilities and personal qualities of the person required to undertake the post.  Applicants should provide evidence to demonstrate their suitability for the position and how they meet the job requirements when they complete the person specification form.  This will be used when drawing up a shortlist of candidates.

	
	Essential 
	Desirable

	Qualifications
	GCSE English and Maths grade C and above
	A level 3 qualification in Supporting Teaching and Learning or a good honours degree.

	Job Experience and Knowledge
	
	Previous roles which required a level of responsibility and initiative

	Skills, Abilities and Competencies
	Ability to follow written and verbal procedures to carry out tasks within strict guidelines

Ability to work individually or as part of a team

Awareness of data protection issues

Attention to detail
	

	Personal qualities, attributes and attitude
	Ability to cooperate with the department managers and other team members
Positive approach to the school, staff and students maintaining confidentiality both inside and outside the school and representing the school in a positive light

Flexibility of working hours at key periods of demand
	


3. SUPERVISION

The jobholder is managed by the Cover Manager with whom there will be daily contact.

4. JOB CONTEXT

The school has a team of administrative and support staff who provide the full range of functions with the aim of supporting Learning and Teaching.
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