BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE
JOB DESCRIPTION

Job Title:
Cover Supervisor
Grade:
Level 3B (point range 6-8)
Responsible to:
Assistant Headteacher
Job Purpose:
To cover in the absence of a teacher by supervising pupils who are carrying out work set by the teacher in advance.

MAIN DUTIES AND RESPONSIBILITIES

· To supervise pupils in the absence of a teacher, creating and maintaining a purposeful and orderly learning environment for pupils.

· To ensure that the work set by the teacher is carried out in accordance with the school’s strategy.  To check that pupils have appropriate equipment and materials to enable them to complete the tasks set and answering pupils’ questions about process and procedures.

· To support expectations of pupil behaviour in the classroom, securing appropriate standards of discipline and ensuring that the school’s behaviour management policy is adhered to.
· To work to the school’s safeguarding, health & safety and discipline policies at all times.
· To deal with any emergencies or problems which occur, in line with the school’s policies and procedures.

· To ensure that completed work is collected at the end of the lesson and returned to the teacher, together with handover notes when required.
· To report to the teacher after the lesson, in accordance with the school’s agreed referral procedures on any issues arising, including the behaviour of pupils.

· To assist in the general efficient operation of the school, including providing cover for other support staff where necessary and as directed by the Headteacher.

· To attend staff meetings, participate in performance management arrangements and undertaking training and development as required.

· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential or sensitive information.
· To undertake administrative duties as required.

GENERAL

· To be aware of and comply with policies and procedures relating to child protection and safeguarding, including PREVENT, health and safety, confidentiality and data protection reporting all concerns to an appropriate person.

· Anything else that the Headteacher might reasonably request or is required to ensure the job is completed.

BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE
PERSON SPECIFICATION

COVER SUPERVISOR

	
	Essential
	Desirable

	Education/
Qualifications
	· Educated to GCSE level with English and Maths at Levels
9-5 (A* to C) or Level 4 and above (or equivalent).  

	· Educated to Degree level
· Educated to Level 3/A Level


	Experience

	· Experience of word processing and spreadsheet packages eg: Word and Excel.
	· Previous experience in a classroom support role.
· Previous experience of working in a school or educational establishment.



	Skills

Knowledge
Aptitude

	· Ability to maintain discipline in a classroom situation.
· Ability to cope with conflicting demands and deadlines.

· Effective interpersonal skills.

· Effective organisational skills.

· Ability to maintain confidentiality at all times.

· Ability to work as part of a team and to use initiative when required.


	· Knowledge of behaviour management strategies.
· Understanding of the educational system and National Curriculum.



	Motivation

	· Willingness to be flexible.

· Willingness to undertake training as appropriate.
· Ability to work on own initiative.
· Ability to work effectively as a member of a team

	· Interested in gaining teaching experience prior to applying for a teaching qualification
· Ability to inspire young people
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