Cover Supervisor Job Description

Purpose
To supervise whole classes undertaking pre-prepared activities provided by a teacher during the short-term absence of a teacher. This includes tutor time as well as subject lessons. 
Key Responsibilities
· Prepare the classroom for lessons, ensuring resources are available and cleared away at the end of lessons as appropriate.
· Supervise whole classes undertaking pre-prepared activities provided by a teacher.
· Manage the behaviour of students whilst they are undertaking work, maintaining good order, motivating students to engage and complete work set and adhering to the academy’s behaviour policy.
· Provide support to students, including those with special educational needs, ensuring their safety and access to learning activities.
· To reward students, where appropriate, in accordance with academy procedures
· To establish productive working relationships with students, setting high expectations 
· Report back as appropriate using the agreed referral procedures on the behaviour of students during the class and any issues arising.
· Liaise with staff and other relevant professionals and provide information about students as appropriate Academy culture.
· To demonstrate a commitment to equality of opportunity for all members of the academy’s community 
· To actively promote the academy at all times 
· To be active in issues of student welfare and support 
· To be aware of and comply with policies and procedures relating to Child Protection, Health & Safety, security, confidentiality and data protection, reporting all concerns to the Principal.
· To undertake other various responsibilities as directed by Line Manager or Principal 
· To uphold all academy policies with consistency and diligence. 
· To undertake break and lunch duties as required 
· May invigilate exams and support with access arrangements.
· To actively participate in all training
· To be a first aider 
Where there is no cover work, then the sorts of tasks would involve working with small groups, working with the behaviour or year teams and other tasks reasonably requested by the Principal.






Person Specification

Qualifications 
GCSE English and Maths qualification to level C or 4/5 
Eligible to work in the UK.
Essential Criteria
· Competent in the use of ICT in all aspects of the role
· The post is covered by Part 7 of the immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role. 
· Ability and willingness to undertake all necessary training. 
· Ability to work in partnership with students maintaining good behaviour and enabling them to learn and progress. 
· Excellent communication, planning and organisational skills.
· Helpful, positive, calm and caring nature 
· High expectations and the ability to enthuse and inspire others.
· Commitment to the safeguarding and welfare of all students and providing equality of opportunity.
· Act as a role model to staff and students 
· Able to follow instructions accurately but make good judgement and lead when required.
· Demonstrates resilience, motivation and commitment to driving up standards of achievement.

Desirable Criteria
· Curriculum knowledge and experience to support self-directed learning.
· Knowledge and compliance with policies and procedures, eg. Health and Safety, Child Protection, GDPR 
· Knowledge of behaviour management techniques 
· Experience of cover supervision 
· Experience of working in a secondary school environment 
· First aid qualification

