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	Job Title
	Cover Supervisor

	Grade
	Unqualified Teacher UQ2

	Primary Purpose of Job
	To support pupil learning by providing cover in lessons when teachers are absent. To promote positive attitudes to learning including independent learning.

	Responsible to
	Leadership team responsible for cover

	Responsible for
	No supervisory responsibility

	Principal Responsibilities
	To communicate teacher set tasks to pupils and supervise the completion of that work whilst promoting positive behaviour and conduct.



	Main Duties

	1. 
	To work under the guidance of teaching and senior staff to cover the supervision of whole classes including:
· Registration of the class on SIMS lesson monitor.
· Communicating set work to the pupils.
· Supervising the completion of the work during the lesson and collection at the end of the lesson.
· Managing behaviour of pupils whilst in class in accordance with school policy.
· Responding to queries and concerns regarding the task set.
· Reporting back to the teacher on progress, issues and difficulties.

	2. 
	To assist in the supervision of pupils on school trips.

	3. 
	To supervise withdrawal groups.

	4. 
	To assist in the internal exclusion process and detentions.

	5. 
	Routine marking of work and internal examinations at the request of the teacher.

	6. 
	To assist in the invigilation and administration of school tests.

	7. 
	To attend teaching and learning CPD developmental events and meetings as appropriate.

	8. 
	To be aware of the School Health and Safety Policy, Child Protection policy and promote good practices to the benefit of pupils, visitors and staff.

	9. 
	Full time employees will be expected to support mentoring and administrative activities when working outside the pupil timetabled period e.g. after school.

	10. 
	To assist in a rota of lunch time and break duties.

	11. 
	Support of ad hoc educational initiatives.

	12. 
	To ensure the confidentiality of pupil data.



The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated, at the discretion of the Head Teacher and to meet the needs of the school.
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	Person Specification



	Job Details

	School Name
	Turton School

	Job Title
	Cover Supervisor

	Grade
	UQ2



Stage One
The minimum essential requirements for the above post are as follows. Please try to show in your application form, how best you meet these requirements. Disabled candidates are guaranteed an interview if they meet the essential criteria.

	Skills and Knowledge
	Method of Assessment

	1. 
	Good communication skills – both written and oral. A confident speaker.
	Application Form / Lesson / Interview

	2. 
	Presence – the ability to quickly establish authority in the classroom and create a good first impression.
	Lesson / Interview

	3. 
	Adaptability to work with a range of subject areas and differentiated pupil ability.
	Application form / Interview

	4. 
	Ability to work under pressure.
	Application form / Interview

	5. 
	Good IT skills both for use of school SIMS lesson monitor and also potentially for delivery of IT based teacher prepared class material. This will include use of the school VLE.
	Application form / Interview

	6. 
	Good organisation and time management skills.
	Application form / Interview

	7. 
	Ability to work in a team but also able to work alone.
	Application form / Interview

	8. 
	The ability to develop positive learning environments on either a whole class, small group or 1:1 basis.
	Application form / Interview

	9. 
	Competencies
Please note the school’s competencies, which are considered to be essential for all roles, are in the attached Core Competencies document.
	Interview



	Experience, Qualifications and Training
	Method of Assessment

	1. [bookmark: _Hlk4239058]
	Educated to NVQ level 3 or equivalent.
	Application form / Certificates

	2. 
	Experience of working with young people in the 11 – 18 age range.
	Application form

	3. 
	Good numeracy and literacy skills
	Application form / Interview



	Work Related Circumstances
	Method of Assessment

	1. 
	The nature and demands of the post holder’s time are not always predictable and there will be an expectation that work will be required outside normal hours from time to time.
	Interview
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Core Competencies

These core competencies are considered essential for all roles within this school. Please be prepared to be assessed on any of these during the interview process and, for the successful applicant, throughout the probationary period.

Developing Self and Others
Promote a learning environment to embed a learning culture. Support others to develop their skills and knowledge to fulfil their potential. Actively pursue your own development.

Equality and Diversity
Uphold the principles of fairness and the Equality Act 2010 in all undertakings as an employee of the school, including providing a fair, accessible service irrespective of customer’s race, religion, gender, sexuality, disability or age.

[bookmark: _Hlk147827733]Code of Conduct
Sets out behavioural expectations for employees towards colleagues, managers and the wider school. It emphasises open communication, professionalism, respect, and adherence to laws. 

Health and Safety
Take responsibility for the health and safety of yourself and others who may be affected by your acts or omissions, and comply with all health and safety legislation, policy and safe working practice, including participating in training activities necessary to your post.

Data Protection and Confidentiality
Ensure that any personal data or confidential data you hold is kept securely and is not disclosed, whether electronically, verbally or in writing, to any unauthorised third party. Follow school policies and procedures on dealing with personal information and information assets, including the Code of Conduct, Information Management, and ICT Acceptable Use. Personal or confidential data should only be accessed or used for school purposes.

Working Hours
The nature and demands of the role are not always predictable and there will be an expectation that work will be required outside of normal hours from time to time.

Safeguarding
This School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Should the role involve working with the above groups, you will be subject to an Enhanced Disclosure and Barred List check by the Disclosure and Barring Service.
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