Tanfield School

Cover Supervisor
POST GRADE:

Grade 4 

RESPONSIBLE TO: 
School Business Manager

Hours of work: 

8.30 am – 4.00 pm
Monday - Friday

DESCRIPTION OF POST

The Cover Supervisor will supervise whole classes during the absence of teachers.  The primary focus will be to maintain good order and to keep pupils on task.  Cover Supervisors will need to respond to questions and generally assist pupils to undertake set activities.

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

When cover is not required, the Cover Supervisor will carry out such functions of a teaching assistant or administrative and clerical function. 
(i) Key Tasks:

1.
To communicate the work set by the subject teacher to the pupils.

2.
To provide classroom management to classes in the absence of the teacher 
3.
To create a purposeful and orderly environment in which pupils can complete work set by the teacher/subject leader.
4.
To generally assist pupils to undertake set activities and respond to questions.

(ii) Supplementary Tasks:
1.
To accompany pupils on educational visits.

2.
To invigilate internal and external examinations when required.

3.
To provide support to a subject department – preparation of resources, 
administrative tasks and provision of display material.

4.         To liaise with a Coordinator of Learning to assist with behaviour                                   
management within a specific Year Group.
(iii) The post holder will be expected:
1.
To uphold the school code of conduct and ethos.
2.
To promote positive pupil behaviour.
3.
To undertake training on classroom management and update as appropriate.
A training programme relevant to your needs will be provided.  There will also be a period of induction during which you will support various teachers to gain experience of working with teachers and pupils at Tanfield School.  Appropriate professional support will be provided.

NOTES

1. The above responsibilities are subject to the general duties and responsibilities contained in the relevant Conditions of Service.  This is a “job description” and not the Conditions of Employment

2. This job description allocates duties and responsibilities but does not direct the amount of time to be spent carrying each of them out.

3. The duties outlined above cannot totally encompass or define all tasks which may be required of the post holder.  Other duties may, therefore, be allocated from time to time, commensurate with the grade of the post.

