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	Cover Supervisor
Job Description and Personal Specification

	
	

	Job title:
	Cover Supervisor

	Place of work:
	At one of the sites within the school

	Hours of work:
	8am – 4pm X 39 weeks 

	Salary/Grade:
	D

	Reports to:
	Head Teacher or Curriculum Learning Lead (as appropriate)

	Level of screening:
	

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

	Where you fit in

	The key function of this role is to supervise whole classes during short-term absence of teachers. When there are no lessons requiring cover, Cover Supervisors are expected to use their initiative to support teaching/learning throughout the school by undertaking tasks in various areas of the school, such as: 

Lessons/enrichment activities, Registration, PHSE activities, School day trips, Examination invigilation and support.

To be part of a team to manage behaviour and the complex needs of students.

	Main Duties & Accountabilities


Lessons 

Cover Supervisors give instructions for a lesson as provided by a teacher. They are expected to: 

( Register and manage students throughout the lesson in accordance with the school rules

( Be responsible for the delivery of the cover lesson work as supplied by the class teacher or Head of Department – guiding the students through the work while offering assistance and support 

( Use school technology to further enhance the lesson

( Provide feedback to Cover department on cover work and behaviour of students. 

The post holder will be required to respond to pupil’s general questions but will not be expected to undertake any planning, preparation, delivery or assessment of pupils’ progress and/or development. 

Pupil behaviour management 

The Cover Supervisor will ensure the good behaviour of the pupils and make sure the pupils engage in the learning activity. They will provide feedback to the teacher on broad issues such as behaviour. 

Registration 

Be responsible for the registration of students at the beginning of the day in accordance with the school rules. Deliver any form notices and information to these students as necessary and attend assembly if required. 

Examination invigilation 

Undertake any necessary training in order to be available to invigilate both internal and external examinations as required, and provide support to the Exams team where necessary. 

PHSE/School trips Cover supervisors may be required to help in PHSE delivery or to accompany students and teachers on a school trip. 

Administration 

To undertake all administration tasks as directed. To take part in whole school INSET activities to enhance job effectiveness.
Other duties:
· Act as role model; champion Catch22 and the Education directorate’s vision and values.  

· Comply with Catch22 policies and procedures including safeguarding, child protection, health and safety, data protection and confidentiality.

· Undertake personal and professional development activities and liaise with other staff so knowledge and best practice can be shared.

· Any other duties that may reasonably be required to deliver this role.
	What does good look like for this role?


· Improve attitude and engagement of pupils

· Support pupils to make academic progress
· employing a range of strategies to effectively manage the classroom to enable pupils to engage

	Organisational Relationships


	· Reports to the Head Teacher or Curriculum and Learning Lead (as appropriate)
· To become part of the team around the child that shapes education, social and cognitive development.
· Develops positive relationships with students, parents/carers, external agencies  


	Cover Supervisor : Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	NVQ Level 3 or equivalent qualification or experience Good numeracy/literacy skills
	QTS or recognised teaching qualification
	

	KNOWLEDGE
	A robust knowledge of behavioural techniques and theories and their application.
Understanding of principles of child development and learning processes and, in particular, barriers to learning
Knowledge of the statutory requirements of equal opportunities, discrimination, health and safety, safeguarding and child protection.

Working knowledge of national curriculum and other relevant learning programme

Full working knowledge of relevant policies/codes of practice and general awareness of relevant legislation 
	An extensive knowledge and understanding of how to use and adapt a range of teaching, learning and behaviour management strategies, including how to personalise learning to provide opportunities for all learners to achieve their potential.
	

	EXPERIENCE


	Experience of working with our cohort of young people including those with complex, high behavior and additional learning needs.
Extensive behaviour management experience with students who have complex needs and extreme behaviour.
Ability to plan, with support, effective action for pupils at risk of underachieving
	Relevant classroom teaching experience.

	

	SKILLS & ABILITIES
	Ability to work effectively with students with complex needs
Necessary skills to manage classroom activities and the physical learning spaces safely 

Have the ability to work calmly under pressure and have the ability to adapt quickly and effectively to changing circumstances/situations 

An ability to use own initiative, work independently, motivate and inspire with a creative approach to problem solving 

Organise and keep effective records 

Ability to raise self-esteem in children 

Excellent communication skills, both verbal and written

Ability to manage your time effectively.
Flexible creative and adaptable approach.
	
	

	OTHER
	Share Catch22 values

Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly

Desire to develop and undertake training as required


	
	


