Headteacher – Ms E Ellis BA, MA

Job Description: Cover Supervisor
1.

Title and Grade of Post:

Cover Supervisor
H5 30hrs term time plus 5 Inset days

2.

General Professional responsibilities
2.1
To be active in promoting the school’s overall aims and ethos of the school by
delivering high standards of teaching and student support.

3.

Applicable Contract Terms and Duties
This job description is to be performed in accordance with the provisions of the pay
and conditions policy and within the duties set out in that documents, so far as is
relevant to the post holder’s title and salary grade.

4.

Relationships
4.1
The post holder is responsible and accountable to the Headteacher;
4.2
the post holder reports to Administration Assistant responsible for cover and
School Business Manager;
4.3
the post holder also interacts with other professional colleagues and should
establish and maintain productive relations with them.

5.

Particular responsibilities
5.1
Daily liaison with the Administration Assistant who is responsible for the
planning, implementation and distribution of day to day and long term cover of
lessons;
5.2
supervision of full classes that have been set work, including taking a lesson
register across the full range of curriculum areas;
5.3
to liaise with the appropriate staff or Head of Faculty about the work that has
been set so the requirements of it are fully understood;
5.4
to ensure that work and information from the lesson is returned to the
appropriate teacher and to give feedback regarding the covered lesson as
and when relevant;
5.5
be aware of and support difference and ensure that pupils have equality of
access to opportunities to learn and develop;
5.6
maintain discipline of classes by implementing the school’s agreed Behaviour
Policy recording merits and sanctions as appropriate on SIMS to create a
positive learning environment;
5.7
attend teaching and support staff professional development opportunities to
ensure development of a positive learning environment;
5.8
supervision of a from group in the absence of assigned form tutor to ensure
accurate recording of AM and PM registration for safeguarding and
attendance purposes;
5.9
dissemination of notices, merits and sanctions in the registration period;
5.10 follow the planned tutorial programme relevant to the year group;
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5.11
5.12

5.13
5.14

supervision of, learning support unit or emergency cover supervision as
required;
be aware of and comply with policies and procedures relating to child
protection, health and safety, security, confidentiality and data protection;
reporting any concerns to the designated person;
provide support or assistance in the lessons across the school when required;
to carry out any other duties as reasonably requested by the Head teacher
and Senior Leadership team.

This job description issued September 2020 may be amended at any time by agreement
but in any case will be reviewed annually.

We are committed to safeguarding and promoting the welfare of children and young people and
expect all staff and volunteers to share this commitmen

