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JOB DESCRIPTION
Role:


Cover Supervisor
Accountable to:
Timetable/Cover Manager
Grade:

NJC Grade 5
	PURPOSE
	The Cover Supervisor supervises classes in the absence of a teacher and ensures that students complete the work set and remain fully engaged and will expect high standards of behaviour at all times.  

	

	Main Duties of the Job: 

1. To ensure students follow pre-set work programmes that have been set by teaching staff.

2. To manage the behaviour of students whilst they undertake the work that has been set following the school’s policy and report any behaviour issues using the school’s procedures on behaviour of students.

3. To reward students as appropriate and in-line with school policy.

4. To respond to any questions from students and offer support and guidance.

5. To ensure a class register is taken during the lesson.

6. To collect any completed work after the lesson and return it to the appropriate teacher.

7. To be proactive in liaising with colleagues regarding cover work (both before and after the lesson; providing information on progress, attitude to learning and any other follow up matters).

8. To assist with School Exam Invigilation as required.

9. To carry out other duties of a similar nature which may be determined from time to time, for example: small group work, supporting on focus days etc.
10. To support in a designated subject area when not required for cover purposes.

11. To participate actively in personal and professional development and appraisal.

12. To comply with school policies and codes of conduct, including and particularly those concerned with safeguarding and child protection.
13. To be willing to accompany students on school trips. 

14. To undertake First Aid training and be part of the First Aid rota.
The East Manchester Academy is committed to safeguarding and promoting the welfare of children and young people. The postholder is expected to share this commitment and comply with all safeguarding policies, procedures and training requirements. Derived from both role profiles.




This Job Description may be reviewed by the Headteacher, as necessary,

and may be amended at any time after consultation with you.
Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.
PERSON SPECIFICATION

POST: Cover Supervisor
· Good educational background with strong literacy and numeracy skills.

· Good IT Skills.

· Experience of working with school age pupils in a paid or voluntary capacity.

· Ability to analyse and interpret information and present findings in a clear and concise manner.

· Ability to work effectively within a team and on own initiative.

· Ability to manage own time between busy and quiet periods of work.

· Have an understanding of students’ needs and disciplines.

· Ability to communicate effectively and appropriately with all members of school staff both teaching and support staff.

· A positive approach to challenges, which seeks solutions to problems and addresses difficulties with cheerfulness and good humour.

· Smart professional appearance.

· A commitment to further training and development of our teaching aims.

· A commitment to safeguard and promote the welfare of students within the school.

· To undertake first aid training and to be part of the first aid rota where necessary

· Flexibility to adapting workload demands and changing school priorities.

· Commitment to professional and personal development.
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