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	1 Job purpose

To undertake cover supervision in instances of short-term absence on behalf of designated class teachers, as directed by the Head Teacher of the School.

	

	2 Principal duties and responsibilities

	1.
To supervise learning activities, in the absence 
of a teacher.
2.
To manage appropriate learning environments and resources
3.
To liaise with the teacher of the class being covered regarding the content of the 
lesson to be delivered.
4.
To explain to pupils what is required and what task / exercise they will be expected to 
undertake.
5.
To answer any general questions in relation to the work which the pupils are doing.

6.
To manage the behaviour of pupils to ensure a constructive environment is 
maintained, by using a range of strategies.

7.
To collect any completed work from pupils and return this to the designated teacher.

8.
To report back to the designated teacher by using the school’s agreed referral 
procedures on the behaviour of pupils and any other issues arising from the session(s)

9.
To deal with any immediate problems or emergencies according to the school’s 
procedures and policies.



	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	none

	

	6 Post holder’s immediate supervisor: Click once and type job title here

	

	Prepared by/author: Single Status Team

Date: September 2013

	Job title: Click once and type job title here


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Cover Supervisor
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	Areas of 

responsibility
	Requirements
	Measurement
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	Classroom management/Support for pupils
	· Ability to act as role model & set high expectations for behaviour etc

· Ability to encourage pupils to take responsibility for their own behaviour

· Ability to encourage pupils to interact & work co-operatively with others
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	Qualifications & Experience
	· Experience of working with groups of pupils, under the direction of class teacher.

· Understanding of the application of school policies on:

· Health and Safety

· Behaviour Management

· Child Protection

· Confidentiality & Data Protection

· Equality & Diversity

· SEN / Inclusion

· Experience / ability to provide appropriate feedback to designated classteacher
	
	
	
	
	

	Work to promote mutual respect and good relations
	· Awareness, understanding and commitment to the pursuit of equality of opportunity in terms of service delivery and employment practice

· Awareness of the needs of schools in a multi-cultural environment

· Commitment to the City Council’s equal opportunity policies

· Promotes inclusive ethos and acceptance of all pupils in the classroom


	
	
	
	
	

	Work Related Circumstances


	· Be willing to undertake further training as necessary, in order to enhance service delivery

· Willing to undergo and pass a DBS check at the appropriate level.
· Willing to follow the City Council’s no smoking policy.

	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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