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CHILDREN’S SERVICES
JOB DESCRIPTION

POST TITLE:

Cover Supervisor (Hebburn Comprehensive School)
GRADE:


Band 4
RESPONSIBLE TO:
Deputy Head Teacher or member of staff exercising responsibility for cover 
Overall Objectives of the Post:

To raise pupil attainment by supervising lessons in the absence of Teachers, ensuring that pupils’ learning and development are continued.  To provide administrative support for teaching staff, when not required for cover supervision.  To provide in-class support, when not required for cover supervision.  To provide support with supervision of pupils in line with the staff duty rota.  To be committed to the safeguarding of children and young people.
Key Tasks of the Post:

1. You will achieve these objectives by:

· In the absence of a Teacher, providing supervision for full classes of pupils.

· Covering tutorial periods, as required, in cases of teaching staff absence.

· Ensuring that the health, safety and welfare of pupils are protected at all times.

· Supervising children within the BSR, as required. 

· Managing the behaviour of pupils, to maintain order and promote a calm working environment.

· Responding to any questions from pupils about process and procedures.

· Collecting completed work after lessons and return to the relevant Teacher.

· Dealing with any emergencies in accordance with school policies and procedures.

· Implementing the school’s Behaviour Policy and other relevant policies.

· Assisting, as required, with the preparation and maintenance of curriculum materials, when not providing cover.

· Collating a bank of work, for use in emergencies.

· Accompanying pupils on off-site activities/educational visits, as required.
· Forming professional and collaborative working relationships with colleagues.

· Maintaining confidentiality, in line with the school policy.

· Participating in relevant meetings and training, as required.

· Setting a good example to pupils, parents and other visitors to the school through presentation and personal and professional conduct.

South Tyneside Council and Hebburn Comprehensive are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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