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	Title 

COVER SUPERVISOR
Grade 3 scp 14 -18
	School:
	Post Ref 
Add Ref
Profile Learning Support 6 


	

	Job Purpose

To provide cover supervision for absent teaching staff in a safe and secure learning environment. To undertake other non teaching duties as directed during non cover lessons.
	

	Key Responsibilities

1. Supervising students on work left in accordance with the school policy

2. Preparing the learning environment and the materials used therein

3. Managing student behaviour to ensure a constructive working environment

4. Responding to students about the work that has been set

5. Collecting any work completed after the lesson and returning it to an agreed person/place

6. Leaving the room in good order at the end of the lesson

7. Supervising entry and departure of the students in accordance with school policy

8. Recording and reporting on attendance at lessons in accordance with school policy

9. Exam invigilation under the supervision of the Examinations Officer

10. Reporting back as appropriate using the schools’ agreed referral procedures on the behaviour of pupils during the class and any other issue arising

11. At times when not doing the above, doing general administration tasks and display work for specific departments as required

General Responsibilities
12. Be aware of and comply with school policy and procedures
13. Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop
14. Contribute to the overall ethos/work/aims of the school
15. Ensure the safe organisation of learning activities and the physical teaching space and resources for which they have responsibility
16. Attend and participate in regular meetings 
17. Participate in training and other learning activities as required
18. Be aware of confidential issues linked to home/pupil/teacher/school work and to keep confidences as appropriate
19. Any other curriculum duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms, following consultation with the Recognised Trade Unions
20. To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact with during the course of your duties and responsibilities. Your conduct must at all times be in accordance with the school’s policies and procedures

21. To report any causes for concern relating to the welfare and safety of children to the designated person, and the head teacher, or if unavailable the designated safeguarding governor or a member of the senior leadership team

22. To attend safeguarding training as required by the school and maintain your knowledge and understanding of your responsibility for safeguarding children in this school


	Person Specification



	Education and Knowledge

Good literacy and numeracy skills gained from general education to GCSE ‘O’ level/Adult Literacy and Numeracy level 2/NVQ level 2 standard or equivalent together with knowledge of child protection/procedures.
	Personal skills and general competencies


	Experience

     
	

	


To be completed only if any amendments are made to the standard Job Description 
Please refer to the guidelines
Additional Responsibilities to be included in the Job Description
This section is a description of the main responsibilities that are to be added to the Job Description, it is not a task list – the % time spent does not have to exact - it is to help the analyst understand how much time is spent on specific tasks for example the amount of time spent on typing/ inputting data may affect the Physical Demands factor.
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Factor Information

The factor definitions are outlined below and are specific for the job description and reflect the appropriate level from the NJE scheme that are commensurate with the level of responsibility and competences required for the role as described in the Job Description. If you have amended the standard information you should insert any additional information that you believe would impact on a factor.

Some factors have options (a) or (b) you should indicate which option best describes the job by placing a tick in the relevant box.

	Factor
	Factor Definition and Relevant Job Information

	1
	Knowledge
	Good literacy and numeracy skills gained from general education to GCSE ‘O’ level/Adult Literacy and Numeracy level 2/NVQ level 2 standard or equivalent together with knowledge of child protection/procedures.

	2
	Mental Skills
	Responds to pupils’ requirements, monitoring and supporting learning e.g. responding to questions and assisting students regarding the work set – this could include clarifying/defining the work to be done

	3
	Interpersonal/ Communication Skills
	Skills required to support and assist pupils in their learning, e.g. discussing work set with the teacher, providing feedback regarding lesson material, responding to students regarding process and procedures and responding to their queries regarding the work set, liaising with outside providers regarding specific pupils.

	4
	Physical Skills
	Use of computer keyboard to input basic alpha/numeric information as part of basic record keeping, also in learning situations with pupils; use of hand tools e.g. hand saw for cutting wood, metal, plastic, use of machinery for wood working and metal working e.g. use of a pillar drill, belt sanding machine.

	5
	Initiative & Independence
	Required to deal with unexpected problems in a variety of school situations, whilst supervising whole classes e.g. deal with a situation with a problem pupil prior to its final resolution, dealing with/responding to problems arising with the learning material provided.

	6
	Physical Demands
	Long periods of standing, also sitting down, kneeling and bending with pupils; setting out classrooms and learning environments;  other physical activity e.g. digging school garden over the period of a lesson, participating in PE lessons and residential activities, bending, stretching and use of step ladders for display work.

	7
	Mental Demands
	Applying sensory concentration, working very closely for periods, including managing reactions and behaviour, with individuals and whole classes of pupils e.g. using interactive white boards/other presentation media whilst controlling the class.

	8
	Emotional Demands
	Working on an ongoing basis with children, some of whom have short or longer term emotional, behavioural, additional or special needs.

	9
	Responsibility for People
	Contributing to the education and development of children; assessing and responding to the basic needs of pupils in a whole class situation e.g. assisting pupils regarding the work that has been set.

	10
	Responsibility for Supervision
	Job holder has no direct responsibility for the supervision of other employees. Occasional demonstration of own duties or similar assistance to new staff and/or college students, work experience and volunteer helpers may be given as necessary.

	11
	Responsibility for Financial Resources
	Job holder has limited direct responsibility for financial resources. The handling and recording of small amounts of cash/cheques or equivalent may be necessary periodically.

	12
	Responsibility for Physical Resources
	Regular handling,  processing and recording of computer and manual information in accordance with data protection principles including routine document preparation, storage, retrieval or amendment; careful use of woodworking, metal working and cooking and ICT equipment and reporting any problems with these.



	13
	Working Conditions
	Duties involve regular contact with children and exposure to abuse and/or aggression from pupils in a whole class situation.
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