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JOB DESCRIPTION – Cover Supervisor 

	Department:
	Teaching
	Accountable to:
	 Senior Teacher



Salary: £15.92 ph, £26,863.22   Term-time only 
Key Roles and Responsibilities 
1. To supervise lessons when a teacher is absent.
2. Be responsible for the education of the pupils in the class.
3. When these cover arrangements are not required, to offer administrative and/or classroom support as required and be deployed as directed by Senior Leadership Team.
4. Contribute to the overall ethos, work and aims of the school.

Main Duties
· Plan, prepare and teach well-structured lessons to assigned classes and develop appropriate resources for this learning. 
· Supervise pupil learning by delivering lessons that have been set by the class teacher
· Manage pupils while they are undertaking their work, ensuring a positive and purposeful classroom environment is established
· Adapt teaching methods to meet the individual needs of pupils and apply suitable approaches to learning.
· Follow and contribute to PBS plans
· Assess, monitor, record and report to the class teacher on the learning needs, progress and achievements of assigned pupils, making accurate and productive use of assessment
· Lead the work of support staff within learning activities
· Accompany visits and offsite trips. 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person.
· Contribute to the invigilation of public examinations if required.
· On occasions where no cover is required, undertake other reasonable duties as directed by senior staff.
· Comply with health and safety policy and systems, report any incidents /accidents / hazards, and take a pro-active approach to health and safety matters in order to protect self and others.
· To undertake such duties, commensurate with the grade of the post and/or hours of work as may reasonably be required.

Support for Teachers
· Work with the teacher to establish an appropriate learning environment
· Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans as appropriate
· Be responsible for keeping and updating records as agreed with the teacher, contributing to reviews of systems/records as requested
· Promote positive values, attitudes dealing promptly with conflict and incidents in line with established policy
· Liaise sensitively and effectively with parents/carers as agreed with the teacher within your role/responsibility and participate in feedback sessions/meetings with parents, or as directed
· Provide general clerical/administrative support.

Whole School Duties
· Be aware of and comply with policies and procedures relating to Child Protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop
· Contribute to the overall ethos/work/aims of the school
· Attend and participate in regular meetings
· Recognise own strengths and areas of expertise and use these to advise and support others
· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate
· Participate in training and other learning activities and performance development as required
· Show a duty of care and take appropriate action to comply with Health & Safety requirements at all time
· Demonstrate and promote commitment to Equal Opportunities and to the
elimination of behaviour and practices that could be discriminatory 
· To demonstrate a thorough understanding of safeguarding and safer recruitment policies and procedures, and their application within an educational setting/environment in accordance with the current DfE statutory guidance for Keeping children safe in education






	
Personal Skills / Characteristics
	Criteria
	
Method of Assessing

	1. Experience
	
	

	1.1 Experience of working with autistic pupils or related communication difficulties
	D
	AF / I / S

	1.2 Knowledge and understanding of good autism practice
	D
	AF / I

	1.3 Experience of or potential for managing behaviour that challenges
	D
	AF / I

	2. Qualifications and Training
	
	

	2.1 Relevant qualification, e.g., NVQ Level III in Health & Social Care or Early Years Care and Education, recognised Teaching Qualification, BTEC Diploma, CACHE Diploma, Teaching Assistant, or combination as identified on the Qualification Matrix
	E
	AF / CQ / S

	2.2 Literacy and Numeracy Level 2 / GCSE English and Maths Grade C or above
2.3 Level 4 HLTA qualification 

2.4 Qualified Teacher Status (QTS) 
	E

D

D 
	CQ

AF / CQ / S
AF / CQ / S

	3. Special Skills and Knowledge
	
	

	3.1 Ability to read, understand and write clear and accurate short reports
	D
	AF / I

	3.2 Ability to contribute to pupil records, reports, etc.
	D
	AF / I

	3.3 Understanding of autism spectrum condition
	D
	AF / I

	3.4 Commitment to working in partnership with parents
	D
	I

	3.5 Working knowledge of Makaton signing and symbols / use of visual clarification systems
	D
	AF / I

	3.6 Awareness of Health & Safety practice
	D
	AF / I

	3.7 IT skills, e.g., Microsoft office, accessing & using email / internet
	D
	I

	3.8 Ability to contribute and implement programmes of work in consultation with the Class Teacher
	D
	AF / I / S

	4. Personal Qualities
	
	

	4.1 Ability to work as a member of a team and on own initiative
	D
	AF / I / S

	4.2 Punctual, reliable with high professional standards
	E
	AF / I

	4.4 Understanding of Equality & Diversity
	E
	I

	4.5 Commitment to objectives of Autism East Midlands
	E
	I

	4.6 Good organisational skills
	E
	AF / I

	4.7 Ability to work flexibly to meet demands of the service, e.g., work location, time tabling, age range
	E
	AF / I / S

	4.8 Maintain professional relationships at all times
	E
	I

	4.9 Commitment to undertake further training and continued professional development
	E
	AF / I / S

	4.10 A commitment to safeguarding and prioritising the welfare of children and young people
	E
	AF / I




image.png
Sutherland House
School | Braithwell

AE





