

COVER SUPERVISOR 

Summary of main conditions of service and full job description evaluated according to the Council’s Job Evaluation scheme.

Duties Include:
· Supervise whole classes during the short-term absence of teachers to maintain good order and to keep pupils on task.  Not required to undertake ‘specified work’ (planning, preparation, delivery, assessment, recording and reporting of achievement, progress and development).

Working Pattern:
· Term Time Only (TTO) or All year round (AYR)

· Full time hours are 36 per week.

Conditions of Service Applicable:
· NJC for Local Government Services (Green Book)

Grade:
· Scale 5

Pay Points:
· 12 to 15

Method of Payment:
· Monthly (15th)

Annual Leave:
· The annual leave year is the 12 month period beginning 1 April each year.
· For TTO staff an allowance is made in the TTO notional pay and hours calculation for annual leave and 8 Bank Holidays.  Leave is taken during school closure periods.

· For AYR staff annual leave entitlement may be taken on term days to be agreed with managers and in school holidays. The entitlement must be pro rata for AYR part-time staff who do not work every day. 

Annual leave entitlement from 1 April 2010

	Grouping by SCP and Grade
	Entitlement in working days

	Spinal Column Point
	Grade
	Less than 5 years local government service
	More than 5 years local government service

	12 - 20
	Scales 5 and 6


	30
	32


Included in the above entitlement is one concessionary day applicable to employees in post on 25th December which may be taken during the Christmas period, plus the two former extra-statutory days. 

Revised annual leave entitlement from 1 September 2011 (if adopted by the Governing Board)

	Grouping by SCP and Grade
	Entitlement in working days

	Spinal Column Point
	Grade
	Less than 5 years local government service
	More than 5 years local government service

	12 - 20
	Scales 5 and 6


	27
	29


Included in the above entitlement is one concessionary day applicable to employees in post on 25th December which may be taken during the Christmas period, plus the two former extra-statutory days. 

JOB DESCRIPTION 

COVER SUPERVISOR

Grade: Scale 5

Purpose of the Job

· The Cover Supervisor will be required to supervise whole classes during the short-term absence of teachers. 

· The Cover Supervisor will give instructions for the lesson as provided by a teacher and the primary focus of the role will be to maintain good order and to keep pupils on task.  

· The Cover Supervisor will respond to general questions and provide general feedback to teachers but will not be required to undertake ‘specified work’ (planning, preparation, delivery, assessment, recording and reporting of achievement, progress and development).  

· The Cover Supervisor will not therefore be subject to a ’system of supervision’ other than the general supervision applicable to all staff and will act under the professional direction of teachers.

Main Responsibilities
1. SUPPORT FOR PUPILS

· Supervise pupils engaged in learning activities

· Act as a role model and set high expectations of conduct and behaviour

· Promote the inclusion and acceptance of all pupils within the classroom

· Support pupils consistently whilst recognising and responding to their individual needs

· Keep pupils on task and respond to general queries

2.   SUPPORT FOR THE TEACHER

· Provide objective and accurate feedback to the teacher on the conduct of the lesson

· Keep appropriate records as agreed with the teacher

· Promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour

· Administer and assess routine tests and invigilate exams/tests

· Provide general clerical / administrative support e.g. administer coursework, produce worksheets for agreed activities etc.

3. SUPPORT FOR THE CURRICULUM

· Support the use of ICT where appropriate

· Make appropriate use of equipment and resources

4. SUPPORT FOR THE SCHOOL

· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, 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

· Participate in training and other learning activities as required

· Attend and participate in regular meetings

· Respect confidentiality at all times

· To ensure that the schools data protection policies and processes are adhered to in line with the Data Protection Act 2018 and UK GDPR

· To be aware of the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role

· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection

PERSON SPECIFICATION

	
	
	Priority

	1.        QUALIFICATIONS


	

	· 
	Successful recent experience working with children of relevant age
	

	· 
	Good literacy and numeracy skills
	

	· 
	Completion of DfES Teacher Assistant Induction Programme
	

	
	
	

	2.         KNOWLEDGE AND SKILLS

	

	· 
	Basic knowledge of first aid
	

	· 
	Understanding of relevant policies/codes of practice/legislation
	

	· 
	Working knowledge of ICT to support learning
	

	· 
	Ability to work effectively as part of a team and contribute to group thinking, planning etc.
	

	· 
	Ability to prioritise and organise own workload in order to meet the diverse needs of the working day
	

	· 
	Ability to relate well to children and adults
	

	· 
	Ability to follow instructions accurately
	

	· 
	Ability to use own initiative and work independently
	

	· 
	Excellent communication skills with adults and children, verbally and in writing
	

	· 
	Ability to motivate, inspire and have high expectations of pupils
	

	· 
	Have a creative approach to problem solving
	

	· 
	An understanding of the schools equal opportunities policy and how it is implemented
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