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Sandringham School 
Job Description

Job Title:

Lead Learning Supervisor
Accountable to:
Headteacher through Assistant Headteacher

Accountable for:
Supporting students through teaching and learning
Hours:


6.5 hours a day and 5 days a week, term time only
Salary:


H6 pro rata (actual pro-rata £16,256-17,841)
Background

The core work of the Lead Learning Supervisor will be driven by the Assistant Headteacher with responsibility for cover.


Core Accountabilities
1. Supporting students through teaching and learning
2. To supervise classes during the temporary absence of the assigned teacher
3. To lead and line manage a team of Learning Supervisors 


Key Tasks

· Register students according to the school procedure

· Supervise work that has been set by a teacher

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

· Respond to any questions from students about process and procedures

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

· Consult with DoL if work is unclear/inadequate

· Provide additional learning activities if work is complete before the session is finished

· Prepare emergency cover materials

· 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 students during the class and on any problems arising

· Undertake CPD and observations as required

· Chair regular meetings of all Learning Supervisors and action points as appropriate

· Complete the appraisal of all Learning Supervisors

· Observe all Learning Supervisors at least termly and give appropriate feedback and guidance

· Support all Learning Supervisors in their professional development – ensuring attendance on coaching programmes/behaviour management courses etc. as appropriate 

· Liaise with Cover Administrator daily to ensure that all sessions are covered

· Daily follow up on any missing cover and ensure that a substitute is found

· Monitor the quality of cover work and liaise with DoLs where appropriate if it needs improvement

· Support members of the Learning Supervisor team where appropriate to help with difficult classes etc

· Work closely with Assistant Headteacher with responsibility for cover and meet at least half termly to monitor the development and progress of the Learning Supervisor Team

· Attend all INSET days and plan/lead programme for the Learning Supervisor team where appropriate

· Attend all morning briefings to ensure communication is fluid and of a high standard 

· Liaise with DoLs and Cover Administrator to create and monitor a timetable of support for regular lessons, which comes into play when a Learning Supervisor is not needed to cover a regular lesson

Equalities

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

Health and Safety

· 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

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.
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