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COVER SUPERVISOR
JOB DESCRIPTION
 Post Title:
            Cover Supervisor  
Salary Scale:
 Band 6 SCP 8-11 or Band 7 SCP 11-17 – depending on experience
                                 Term Time Only 

                                 27.92 hours per week 
Responsible to:
Headteacher 

The following information is provided to help staff and those people considering joining Woodside Academy to understand and appreciate the work content of their post and the role they are to play in the organisation.  However, the following points should be noted:

1
Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job description.

2
Officers should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.

3
Employees are required to comply with all current equality policies in terms of equal opportunity for employment.

4
Woodside Academy is committed to making any necessary reasonable adjustments 

      to the job role and the working environment that would enable access to employment 

      opportunities for disabled job applicants or continued employment for any employee              who develops a disabling condition.

Purpose of Job:

•
To implement agreed work programmes with individuals/groups, in or out of the classroom. This could include those requiring detailed and specialist knowledge in particular areas and will involve assisting the teacher in the whole planning cycle and the management/preparation of resources

•
Staff may also supervise whole classes normally up to a maximum of three days per absence during the short-term absence of teachers.  The primary focus will be to maintain good order and to keep pupils on task.  Cover Supervisors will need to respond to questions and generally assist pupils to undertake set activities 

N.B. Cover for short-term absences may be provided by persons who are not qualified teachers.  The term ‘ cover supervision’ occurs when there is no active teaching taking place.  Pupils would continue their learning by carrying out pre-prepared exercises/tasks under this supervision
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· Staff may supervise whole classes normally up to a maximum of three days per absence during the short-term absence of teachers  
· To take delegated responsibility in the supervision of students on work experience, trainees, and voluntary helpers with whom the post holder is working
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· To work under the guidance of teaching/senior staff and within an agreed system of supervision.

· To make decisions using initiative where appropriate within established working practices.

· The post holder will be expected to use good common sense and initiative in all matters relating to:

· the conduct and behaviour of individuals, groups of pupils and whole classes

· the correct use and care of materials by individual and small groups of pupils

· the safety, mobility (if required) and hygiene and wellbeing of the pupils


· To maintain the confidential nature of information relating to the schools its pupils, parents and carers.

· To be responsible for the care of all equipment and materials, within the classroom/designated area of the school in conjunction with other members of staff

· The provision, use and storage of equipment and materials prepared by the post holder

           and used by the children with whom the post holder is working


SUPPORT FOR PUPILS
· Use specialist (curricular/learning) skills/training/experience to support pupils

· Establish productive working relationships with pupils, acting as a role model and setting high expectations

· Promote the inclusion and acceptance of all pupils within the classroom

· Encourage pupils to interact and work co-operatively with others and engage all pupils in activities

· Promote independence and employ strategies to recognise and reward achievement of self-reliance

· Provide feedback to pupils in relation to progress and achievement

· Assist with the development and implementation of targets

· Support pupils consistently whilst recognising and responding to their individual needs

SUPPORT FOR TEACHERS 
· Work with the teacher to establish an appropriate learning environment

· Provide objective and accurate feedback and reports as required, to the teacher on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence

· Be responsible for keeping and updating records as agreed with the teacher, contributing to reviews of systems/records as requested

· Promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour

· Liaise sensitively and effectively with parents/carers as agreed with the teacher within your role/responsibility and participate in feedback sessions/meetings with parents with, or as directed 

· Provide general clerical/admin. support e.g. administer coursework, produce worksheets for agreed activities etc.

· Monitor and evaluate pupils’ responses to learning activities through observation and planned recording of achievement against pre-determined learning objectives

· Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans as appropriate

· Undertake marking of pupils’ work and accurately record achievement/progress, administer and assess routine tests and invigilate exams/tests

SUPPORT FOR CURRICULUM
· Implement agreed learning activities/teaching programmes, adjusting activities according to pupil responses/needs

· Implement local and national learning strategies e.g. literacy, numeracy, early years and make effective use of opportunities provided by other learning activities to support the development of relevant skills

· Support the use of ICT in learning activities and develop pupils’ competence and independence in its use

· Determine the need for, prepare and maintain general and specialist equipment and resources

· Help pupils to access learning activities through specialist support 

SUPPORT FOR THE ACADEMY

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the Academy

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils 

· Attend and participate in regular meetings

· Participate in training and other learning activities as required

· Undertake planned supervision of pupils’ out of Academy hours learning activities

· Supervise pupils on visits, trips and out of school activities as required

· To support, uphold and contribute to the development of Woodside Academy Trust’s equality policies and practices in respect of both employment issues and the delivery of services to the community

· Recognise own strengths and areas of expertise and use these to advise and support others

COVER SUPERVISION

· Supervise whole classes during the short term absences of teachers.

· Maintain good order and keep students on task undertaking pre-prepared work.

· Respond to pupils questions and generally assist them to undertake set activities.

· Deal with any immediate problems or emergencies using the schools policies and procedures.

· Transfer the work and resources back to the teacher and feedback on any issues.

· Report back as appropriate using the agreed referral procedure on the behaviour of pupils in the class.

· Develop skills to deliver ICT packages to pupils   


The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher and Senior Leadership Team to carry out appropriate duties within the context of the job, skills and grade.

We welcome applications regardless of age, gender, ethnicity or religion. The successful candidate will have met the requirements of the person specification and all posts are subject to an enhanced DBS check.  Proof of eligibility to work in the UK will be required.
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SUPERVISORY/MANAGERIAL RESPONSIBILITES





SUPERVISION AND GUIDANCE





RANGE OF DECISION MAKING





RESPONSIBILITY  FOR ASSETS, MATERIALS ETC.





RANGE OF DUTIES








PAGE  
1


